
We are currently accepting applications for the following positions: 

Open to All Interested Candidates: 

 

Applicants must address each required qualification listed in the vacancy announcement with 

specific and comprehensive information supporting each item.  Failure to do so may result in a 

determination that the applicant is not qualified. 

 

Vacancy Announcement No. / Position Title 

 

Bangkok  

FSN#2016/13(T) / Refrigeration & Air Conditioning Mechanic 

FSN#2016/13 / Refrigeration & Air Conditioning Mechanic 

FSN#2016/56 (T) / Maintenance Man            

FSN#2016/56 / Maintenance Man                                

FSN#2016/61 / Chauffeur  

FSN#2016/66 / Physician 

FSN#2016/70 / Property Disposal Clerk 

FSN#2016/71 (T) / Engineering Technician (BAS) 

FSN#2016/71 / Engineering Technician (BAS)   

FSN#2016/73 / Motor Pool Clerk 

FSN#2016/75 (T) / Supervisory ACS Assistant   

FSN#2016/75 / Supervisory ACS Assistant 

FSN#2016/79(T) / Information Resources Center Assistant 

FSN#2016/79 / Information Resources Center Assistant 

 

Chiang Mai 

FSN#2016/ 74(T) / Consular Clerk 

FSN#2016/ 74 / Consular Clerk 

 

 

USAID   
 

FSN#2016/68 / Secretary 
FSN# 2016/77 / Project Accountant 

FSN# 2016/78 / Acquisition and Assistance Specialist (Closeout Specialist) 
  



U.S. Mission Bangkok 
Vacancy Announcement Number: FSN#2016/13(T) 

“This is a re-advertisement of announcement from February 20, 2015 (FSN#2015/24).   

Applications previously received will also be considered.” 

 

OPEN TO: All Interested Candidates / All Sources   

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. The 

“Open To” category should not be confused with a “hiring preference” which is explained later in this 

vacancy announcement. 

 

POSITION: Refrigeration & Air Conditioning Mechanic, Trainee   

OPENING DATE: May 13, 2016 

CLOSING DATE: June 9, 2016 

 

WORK HOURS: Full-time 40 hours/week   

 

SALARY: Ordinarily Resident (OR): FSN-4 THB 251,050 p.a. 

Not-Ordinarily Resident (NOR): FP-AA* 
*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST HAVE THE 

REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION. 

 

The U.S. Mission in Bangkok is seeking eligible and qualified applicants for the position of Refrigeration & Air 

Conditioning Mechanic. 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are being 

considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

The incumbent performs full journeyman level in refrigeration and air conditioning trade. S/He also performs 

duties involved in installation, renovation, modification, preventive maintenance & repair, rebuilding of machines, 

equipment, components and control devices associated with refrigeration and air conditioning systems; including 

cooling, heating, ventilation and air circulation system for various government held properties. 

 
QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting each 

item. Failure to do so may result in a determination that the applicant is not qualified.   

 

“Applicants applying for FSN# 2016/13(T) will be considered for FSN# 2016/13.  Therefore, applicants need 

only apply for one of these two vacancy announcements to be considered.” 

 

1. EDUCATION: Completion of high vocational certificate from technical school.  Must possess vocational 

training in air conditioning, maintenance and repair or preventive maintenance (approx. 3 years) is required.   

 

2. EXPERIENCE: One year direct experience in maintenance, repair and installation of refrigeration and air 

conditioning systems is required (will be tested).  



 

3. LANGUAGE: Level II (Limited Knowledge) speaking/reading/writing in Thai and English is required. 

You are required to pass the English Placement Test (EPT) that is conducted by the Regional Human 

Resources Office, or submit a copy of valid TOEIC score of at least 400. (This will be tested.)  

 

4. SKILLS AND ABILITIES:  

 Ability to drive and possess a valid Thai driver’s license (a copy of Thai driver’s license is required with 

application); 

 Ability to operate various hand tools, power equipment, and instruments, and ability to produce 

journeyman-level quality and quantity of work; 

 Skills in manual and mechanical lifting; driving; security and safety equipment, and ability to understand 

continuing technological updates within a reasonable time. 

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at bkkrecruitment@state.gov or call 

02-205-4463. 
 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following hiring 

preference categories are extended a hiring preference in the order listed below. Therefore, it is essential that 

these applicants accurately describe their status on the application. Failure to do so may result in a determination 

that the applicant is not eligible for a hiring preference. 

 

HIRING PREFERENCE ORDER: 

 

(1) AEFM / USEFM who is a preference-eligible U.S. Veteran* 

(2) AEFM / USEFM 

(3) FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy of the 

most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from Active Duty, and, if 

applicable, a letter from the U.S. Department of Veterans Affairs.  If claiming conditional eligibility for U.S. 

Veterans’ preference, applicants must submit proof of conditional eligibility.  If the written documentation 

confirming eligibility is not received in the HR office by the closing date of the vacancy announcement, the U.S. 

Veterans’ preference will not be considered in the application process. Mission HR’s decision on eligibility for 

U.S. Veterans’ preference after reviewing all required documentation is final. 

 
** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

1. Management may consider any of the following when determining successful candidacy:  nepotism, conflicts 

of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR employees with 

an Overall Summary Rating of Needs Improvement or Unsatisfactory on their most recent Employee 

Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service Agreement 

(PSA) are not eligible to apply within the first 90 calendar days of their employment, unless they have a 

When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following: local security certification and medical 

clearance.  

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months remaining on their 

sponsor’s tour of duty to be considered eligible to apply for this position. 

mailto:bkkrecruitment@state.gov


   
HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do so may 

result in a determination that the applicant is not qualified. 

 
1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website or by 

contacting Human Resources. (See “For Further Information” above); 

 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. transcripts, 

degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so may result in a 

determination that the applicant is not qualified. 

  
WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  
 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and fair and 

equitable treatment in employment to all people without regard to race, color, religion, sex, national origin, age, 

disability, political affiliation, marital status, or sexual orientation. The Department of State also strives to 

achieve equal employment opportunity in all personnel operations through continuing diversity enhancement 

programs.  The EEO complaint procedure is not available to individuals who believe they have been denied equal 

opportunity based upon marital status or political affiliation.  Individuals with such complaints should avail 

themselves of the appropriate grievance procedures, remedies for prohibited personnel practices, and/or courts for 

relief. 

 

Appendix (DEFINITIONS) 
 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of the 

following criteria: 

 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 

 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self-support; or 

 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex domestic 

partner, when such parent is at least 51 percent dependent on the employee for support; or 

 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the employee, 

spouse, or same-sex domestic partner when such sibling is at least 51 percent dependent on the employee for 
support, unmarried, and under 21 years of age, or regardless of age, incapable of self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 
as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 
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as appropriate, at an office of the American Institute in Taiwan; and resides at the sponsoring employee’s post 

of assignment abroad, or as appropriate, at an office of the American Institute in Taiwan; and is under chief of 

mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 FAM 3232.2; 

or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. Foreign Service 

or Civil Service. 
 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, as 

appropriate, at an office of the American Institute in Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of the 
American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the U.S. 

Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, i.e., sponsor is 

a direct hire employee under Chief of Mission authority, either Foreign Service, Civil Service, or uniformed 

service member who is permanently assigned to or stationed abroad at a U.S. mission, or at an office of the 

American Institute in Taiwan.  A MOH is an individual who meets the following criteria: 
 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign Service 

Residence and Dependency Report of the sponsoring employee; and 

 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) as part of 

his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the process of being 

adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-in- law, brother-in-

law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, or half-

sister who falls outside the Department’s current definition of Eligible Family Member 14 FAM 511.3.  A 

MOH may or may not be a U.S. Citizen. 

 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 
 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service member 

permanently assigned or stationed abroad, or as appropriate, at an office of the American Institute in Taiwan; 
or 

 Has diplomatic privileges and immunities; and 

 Is eligible for compensation under the FS or GS salary schedule; and 

 Has a U.S. Social Security Number (SSN); and 

 Is not a citizen of the host country; and 

 Does not ordinarily reside in the host country; and 

 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 
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 A citizen of the host country; or 

 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is locally resident 
and has legal and/or permanent resident status within the host country and/or who is a holder of a non-
diplomatic visa/work and/or residency permit; and/or 

 Is subject to host country employment and tax laws. 

 

  

 

 

 

  



U.S. Mission Bangkok 
Vacancy Announcement Number: FSN#2016/13  

“This is a re-advertisement of announcement from February 20, 2015 (FSN#2015/24).   

Applications previously received will also be considered.” 

 

OPEN TO: All Interested Candidates / All Sources   

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. The 

“Open To” category should not be confused with a “hiring preference” which is explained later in this 

vacancy announcement. 

 

POSITION: Refrigeration & Air Conditioning Mechanic   

OPENING DATE: May 13, 2016 

CLOSING DATE: June 9, 2016 

 

WORK HOURS: Full-time 40 hours/week   

 

SALARY: Ordinarily Resident (OR): FSN-5 THB 324,136 p.a. 

Not-Ordinarily Resident (NOR): FP-9* 
*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST HAVE THE 

REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION. 

 

The U.S. Mission in Bangkok is seeking eligible and qualified applicants for the position of Refrigeration & Air 

Conditioning Mechanic. 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are being 

considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

The incumbent performs full journeyman level in refrigeration and air conditioning trade. S/He also performs 

duties involved in installation, renovation, modification, preventive maintenance & repair, rebuilding of machines, 

equipment, components and control devices associated with refrigeration and air conditioning systems; including 

cooling, heating, ventilation and air circulation system for various government held properties. 

 
QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting each 

item. Failure to do so may result in a determination that the applicant is not qualified.   

 

“Applicants applying for FSN# 2016/13 will be considered for FSN# 2016/13(T).  Therefore, applicants need 

only apply for one of these two vacancy announcements to be considered.” 

 

1. EDUCATION: Completion of high vocational certificate from technical school.  Must possess vocational 

training in air conditioning, maintenance and repair or preventive maintenance (approx. 3 years) is required.   

 

2. EXPERIENCE: Two year direct experience in maintenance, repair and installation of refrigeration and air 

conditioning systems is required (will be tested).  



 

3. LANGUAGE: Level II (Limited Knowledge) speaking/reading/writing in Thai and English is required. 

You are required to pass the English Placement Test (EPT) that is conducted by the Regional Human 

Resources Office, or submit a copy of valid TOEIC score of at least 400. (This will be tested.)  

 

4. SKILLS AND ABILITIES:  

 Ability to drive and possess a valid Thai driver’s license (a copy of Thai driver’s license is required with 

application); 

 Ability to operate various hand tools, power equipment, and instruments, and ability to produce 

journeyman-level quality and quantity of work; 

 Skills in manual and mechanical lifting; driving; security and safety equipment, and ability to understand 

continuing technological updates within a reasonable time. 

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at bkkrecruitment@state.gov or call 

02-205-4463. 
 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following hiring 

preference categories are extended a hiring preference in the order listed below. Therefore, it is essential that 

these applicants accurately describe their status on the application. Failure to do so may result in a determination 

that the applicant is not eligible for a hiring preference. 

 

HIRING PREFERENCE ORDER: 

 

(1) AEFM / USEFM who is a preference-eligible U.S. Veteran* 

(2) AEFM / USEFM 

(3) FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy of the 

most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from Active Duty, and, if 

applicable, a letter from the U.S. Department of Veterans Affairs.  If claiming conditional eligibility for U.S. 

Veterans’ preference, applicants must submit proof of conditional eligibility.  If the written documentation 

confirming eligibility is not received in the HR office by the closing date of the vacancy announcement, the U.S. 

Veterans’ preference will not be considered in the application process. Mission HR’s decision on eligibility for 

U.S. Veterans’ preference after reviewing all required documentation is final. 

 
** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

1. Management may consider any of the following when determining successful candidacy:  nepotism, conflicts 

of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR employees with 

an Overall Summary Rating of Needs Improvement or Unsatisfactory on their most recent Employee 

Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service Agreement 

(PSA) are not eligible to apply within the first 90 calendar days of their employment, unless they have a 

When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following: local security certification and medical 

clearance.  

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months remaining on their 

sponsor’s tour of duty to be considered eligible to apply for this position. 
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HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do so may 

result in a determination that the applicant is not qualified. 

 
1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website or by 

contacting Human Resources. (See “For Further Information” above); 

 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. transcripts, 

degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so may result in a 

determination that the applicant is not qualified. 

  
WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  
 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and fair and 

equitable treatment in employment to all people without regard to race, color, religion, sex, national origin, age, 

disability, political affiliation, marital status, or sexual orientation. The Department of State also strives to 

achieve equal employment opportunity in all personnel operations through continuing diversity enhancement 

programs.  The EEO complaint procedure is not available to individuals who believe they have been denied equal 

opportunity based upon marital status or political affiliation.  Individuals with such complaints should avail 

themselves of the appropriate grievance procedures, remedies for prohibited personnel practices, and/or courts for 

relief. 

 

Appendix (DEFINITIONS) 
 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of the 

following criteria: 

 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 

 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self-support; or 

 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex domestic 

partner, when such parent is at least 51 percent dependent on the employee for support; or 

 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the employee, 

spouse, or same-sex domestic partner when such sibling is at least 51 percent dependent on the employee for 
support, unmarried, and under 21 years of age, or regardless of age, incapable of self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 
as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 
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as appropriate, at an office of the American Institute in Taiwan; and resides at the sponsoring employee’s post 

of assignment abroad, or as appropriate, at an office of the American Institute in Taiwan; and is under chief of 

mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 FAM 3232.2; 

or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. Foreign Service 

or Civil Service. 
 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, as 

appropriate, at an office of the American Institute in Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of the 
American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the U.S. 

Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, i.e., sponsor is 

a direct hire employee under Chief of Mission authority, either Foreign Service, Civil Service, or uniformed 

service member who is permanently assigned to or stationed abroad at a U.S. mission, or at an office of the 

American Institute in Taiwan.  A MOH is an individual who meets the following criteria: 
 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign Service 

Residence and Dependency Report of the sponsoring employee; and 

 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) as part of 

his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the process of being 

adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-in- law, brother-in-

law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, or half-

sister who falls outside the Department’s current definition of Eligible Family Member 14 FAM 511.3.  A 

MOH may or may not be a U.S. Citizen. 

 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 
 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service member 

permanently assigned or stationed abroad, or as appropriate, at an office of the American Institute in Taiwan; 
or 

 Has diplomatic privileges and immunities; and 

 Is eligible for compensation under the FS or GS salary schedule; and 

 Has a U.S. Social Security Number (SSN); and 

 Is not a citizen of the host country; and 

 Does not ordinarily reside in the host country; and 

 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 
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 A citizen of the host country; or 

 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is locally resident 
and has legal and/or permanent resident status within the host country and/or who is a holder of a non-
diplomatic visa/work and/or residency permit; and/or 

 Is subject to host country employment and tax laws. 

 

  

 

  



U.S. Mission Bangkok 
Vacancy Announcement Number: FSN#2016/56 (T) 

 

OPEN TO: All Interested Candidates / All Sources 

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. The 

“Open To” category should not be confused with a “hiring preference” which is explained later in this 

vacancy announcement. 

 

POSITION: Maintenance Man, Trainee                                

OPENING DATE: May 13, 2016 

CLOSING DATE: June 9, 2016 
 

WORK HOURS: Full-time 40 hours/week   

 

SALARY: Ordinarily Resident (OR): FSN-4, starting salary 251,050 p.a. 

Not-Ordinarily Resident (NOR): FP-AA* 
*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST HAVE THE 

REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION. 

 

The U.S. Mission in Bangkok is seeking eligible and qualified applicants for the Maintenance Man                                

position. 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are being 

considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

The incumbent  performs duties involved in daily maintenance, repair and construction work of concrete floor, 

surfaces and pavements, masonry walls or masonry structures, wall tiles and floor tiles of the buildings and 

facilities maintained by the post.   Works includes removal of concrete or masonry structures, alteration, 

rehabilitation and restoration of the buildings and facilities of the post.  S/he performs full journeyman level in 

mechanical and welding trade.     

 
QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting 

each item. Failure to do so may result in a determination that the applicant is not qualified.   

 

“Applicants applying for FSN# 2016/56(T) will be considered for FSN# 2016/56.  Therefore, applicants need 

only apply for one of these two vacancy announcements to be considered.” 

 

1. EDUCATION: Completion of vocational training in mechanics or masonry or M. 6 is required. 

 

2. EXPERIENCE: Two years direct experience in maintenance, repair and installation of mechanical systems 

or masonry is required. 

 

3. LANGUAGE: Level 2 (Limited knowledge) of Thai and Level 1 (Rudimentary knowledge) of both 



written and spoken English are required.  You are required to pass the English Placement Test (EPT) that is 

conducted by the Regional Human Resources Office, or submit a copy of valid TOEIC score of at least 

250. (This will be tested.)   

 

4. SKILLS AND ABILITIES:  

 Ability to drive and a local driver’s license is required (a copy of Thai driver’s license is required with 

application) 

 Ability to operate various hand tools, power equipment, and instruments is required.   

 Ability to produce journeyman-level quality and quantity of work is required.   

 Skill in manual and mechanical lifting; driving; security and safety equipment.   

(Required skills and abilities will be tested.)   

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at bkkrecruitment@state.gov or call 

02-205-4463. 
 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following hiring 

preference categories are extended a hiring preference in the order listed below. Therefore, it is essential that 

these applicants accurately describe their status on the application. Failure to do so may result in a determination 

that the applicant is not eligible for a hiring preference. 
 

HIRING PREFERENCE ORDER: 

 

(1) AEFM / USEFM who is a preference-eligible U.S. Veteran* 

(2) AEFM / USEFM 

(3) FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy of the 

most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from Active Duty, and, if 

applicable, a letter from the U.S. Department of Veterans Affairs.  If claiming conditional eligibility for U.S. 

Veterans’ preference, applicants must submit proof of conditional eligibility.  If the written documentation 

confirming eligibility is not received in the HR office by the closing date of the vacancy announcement, the U.S. 

Veterans’ preference will not be considered in the application process. Mission HR’s decision on eligibility for 

U.S. Veterans’ preference after reviewing all required documentation is final. 

 
** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

1. Management may consider any of the following when determining successful candidacy:  nepotism, conflicts 

of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR employees with 

an Overall Summary Rating of Needs Improvement or Unsatisfactory on their most recent Employee 

Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service Agreement 

(PSA) are not eligible to apply within the first 90 calendar days of their employment, unless they have a 

When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following: local security certification and medical 

clearance.  

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months remaining on their 

sponsor’s tour of duty to be considered eligible to apply for this position. 
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HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do so may 

result in a determination that the applicant is not qualified. 

 
1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website or by 

contacting Human Resources. (See “For Further Information” above); 

 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. transcripts, 

degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so may result in a 

determination that the applicant is not qualified. 

  
WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  
 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and fair and 

equitable treatment in employment to all people without regard to race, color, religion, sex, national origin, age, 

disability, political affiliation, marital status, or sexual orientation. The Department of State also strives to 

achieve equal employment opportunity in all personnel operations through continuing diversity enhancement 

programs.  The EEO complaint procedure is not available to individuals who believe they have been denied equal 

opportunity based upon marital status or political affiliation.  Individuals with such complaints should avail 

themselves of the appropriate grievance procedures, remedies for prohibited personnel practices, and/or courts for 

relief. 

 

Appendix (DEFINITIONS) 
 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of the 

following criteria: 

 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 

 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self- support; or 

 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex domestic 

partner, when such parent is at least 51 percent dependent on the employee for support; or 

 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the employee, 

spouse, or same-sex domestic partner when such sibling is at least 51 percent dependent on the employee for 
support, unmarried, and under 21 years of age, or regardless of age, incapable of self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 
as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 

as appropriate, at an office of the American Institute in Taiwan; and resides at the sponsoring employee’s post 
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of assignment abroad, or as appropriate, at an office of the American Institute in Taiwan; and is under chief of 

mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 FAM 3232.2; 

or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. Foreign Service 

or Civil Service. 
 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, as 

appropriate, at an office of the American Institute in Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of the 

American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the U.S. 

Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, i.e., sponsor is 

a direct hire employee under Chief of Mission authority, either Foreign Service, Civil Service, or uniformed 

service member who is permanently assigned to or stationed abroad at a U.S. mission, or at an office of the 

American Institute in Taiwan.  A MOH is an individual who meets the following criteria: 

 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign Service 

Residence and Dependency Report of the sponsoring employee; and 

 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) as part of 

his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the process of being 

adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-in- law, brother-in-

law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, or half-

sister who falls outside the Department’s current definition of Eligible Family Member 14 FAM 511.3.  A 

MOH may or may not be a U.S. Citizen. 

 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 
 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service member 
permanently assigned or stationed abroad, or as appropriate, at an office of the American Institute in Taiwan; 
or 

 Has diplomatic privileges and immunities; and 

 Is eligible for compensation under the FS or GS salary schedule; and 

 Has a U.S. Social Security Number (SSN); and 

 Is not a citizen of the host country; and 

 Does not ordinarily reside in the host country; and 

 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 
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 A citizen of the host country; or 

 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is locally resident 

and has legal and/or permanent resident status within the host country and/or who is a holder of a non-
diplomatic visa/work and/or residency permit; and/or 

 Is subject to host country employment and tax laws. 

 

  

  



U.S. Mission Bangkok 
Vacancy Announcement Number: FSN#2016/56 

 

OPEN TO: All Interested Candidates / All Sources 

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. The 

“Open To” category should not be confused with a “hiring preference” which is explained later in this 

vacancy announcement. 

 

POSITION: Maintenance Man                                

OPENING DATE: May 13, 2016 

CLOSING DATE: June 9, 2016 
 

WORK HOURS: Full-time 40 hours/week   

 

SALARY: Ordinarily Resident (OR): FSN-5, starting salary 324,136 p.a. 

Not-Ordinarily Resident (NOR): FP-9* 
*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST HAVE THE 

REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION. 

 

The U.S. Mission in Bangkok is seeking eligible and qualified applicants for the Maintenance Man                                

position. 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are being 

considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

The incumbent  performs duties involved in daily maintenance, repair and construction work of concrete floor, 

surfaces and pavements, masonry walls or masonry structures, wall tiles and floor tiles of the buildings and 

facilities maintained by the post.   Works includes removal of concrete or masonry structures, alteration, 

rehabilitation and restoration of the buildings and facilities of the post.  S/he performs full journeyman level in 

mechanical and welding trade.     

 
QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting 

each item. Failure to do so may result in a determination that the applicant is not qualified.   

 

“Applicants applying for FSN# 2016/56 will be considered for FSN# 2016/56(T).  Therefore, applicants need 

only apply for one of these two vacancy announcements to be considered.” 

 

1. EDUCATION: Completion of vocational training in mechanics or masonry or M. 6 is required. 

 

2. EXPERIENCE: Three years direct experience in maintenance, repair and installation of mechanical 

systems or masonry is required. 

 

3. LANGUAGE: Level 2 (Limited knowledge) of Thai and Level 1 (Rudimentary knowledge) of both 



written and spoken English are required.  You are required to pass the English Placement Test (EPT) that 

is conducted by the Regional Human Resources Office, or submit a copy of valid TOEIC score of at least 

250. (This will be tested.)   

 

4. SKILLS AND ABILITIES:  

 Ability to drive and a local driver’s license is required (a copy of Thai driver’s license is required with 

application) 

 Ability to operate various hand tools, power equipment, and instruments is required.   

 Ability to produce journeyman-level quality and quantity of work is required.   

 Skill in manual and mechanical lifting; driving; security and safety equipment.   

(Required skills and abilities will be tested.)   

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at bkkrecruitment@state.gov or call 

02-205-4463. 
 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following hiring 

preference categories are extended a hiring preference in the order listed below. Therefore, it is essential that 

these applicants accurately describe their status on the application. Failure to do so may result in a 

determination that the applicant is not eligible for a hiring preference. 
 

HIRING PREFERENCE ORDER: 

 

(1) AEFM / USEFM who is a preference-eligible U.S. Veteran* 

(2) AEFM / USEFM 

(3) FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy of the 

most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from Active Duty, and, 

if applicable, a letter from the U.S. Department of Veterans Affairs.  If claiming conditional eligibility for U.S. 

Veterans’ preference, applicants must submit proof of conditional eligibility.  If the written documentation 

confirming eligibility is not received in the HR office by the closing date of the vacancy announcement, the U.S. 

Veterans’ preference will not be considered in the application process. Mission HR’s decision on eligibility for 

U.S. Veterans’ preference after reviewing all required documentation is final. 

 
** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

1. Management may consider any of the following when determining successful candidacy:  nepotism, conflicts 

of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR employees with 

an Overall Summary Rating of Needs Improvement or Unsatisfactory on their most recent Employee 

Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service Agreement 

(PSA) are not eligible to apply within the first 90 calendar days of their employment, unless they have a 

When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following: local security certification and medical 

clearance.  

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months remaining on their 

sponsor’s tour of duty to be considered eligible to apply for this position. 
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HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do so may 

result in a determination that the applicant is not qualified. 

 
1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website or by 

contacting Human Resources. (See “For Further Information” above); 

 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. transcripts, 

degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so may result in a 

determination that the applicant is not qualified. 

  
WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  
 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and fair and 

equitable treatment in employment to all people without regard to race, color, religion, sex, national origin, 

age, disability, political affiliation, marital status, or sexual orientation. The Department of State also strives 

to achieve equal employment opportunity in all personnel operations through continuing diversity 

enhancement programs.  The EEO complaint procedure is not available to individuals who believe they have 

been denied equal opportunity based upon marital status or political affiliation.  Individuals with such 

complaints should avail themselves of the appropriate grievance procedures, remedies for prohibited personnel 

practices, and/or courts for relief. 

 

Appendix (DEFINITIONS) 
 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of the 

following criteria: 

 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 

 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self- support; or 

 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex domestic 

partner, when such parent is at least 51 percent dependent on the employee for support; or 

 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the employee, 

spouse, or same-sex domestic partner when such sibling is at least 51 percent dependent on the employee for 
support, unmarried, and under 21 years of age, or regardless of age, incapable of self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 
as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 

as appropriate, at an office of the American Institute in Taiwan; and resides at the sponsoring employee’s post 
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of assignment abroad, or as appropriate, at an office of the American Institute in Taiwan; and is under chief of 

mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 FAM 3232.2; 

or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. Foreign Service 

or Civil Service. 
 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, as 

appropriate, at an office of the American Institute in Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of the 

American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the U.S. 

Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, i.e., sponsor is 

a direct hire employee under Chief of Mission authority, either Foreign Service, Civil Service, or uniformed 

service member who is permanently assigned to or stationed abroad at a U.S. mission, or at an office of the 

American Institute in Taiwan.  A MOH is an individual who meets the following criteria: 

 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign Service 

Residence and Dependency Report of the sponsoring employee; and 

 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) as part of 

his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the process of being 

adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-in- law, brother-in-

law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, or half-

sister who falls outside the Department’s current definition of Eligible Family Member 14 FAM 511.3.  A 

MOH may or may not be a U.S. Citizen. 

 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 
 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service member 
permanently assigned or stationed abroad, or as appropriate, at an office of the American Institute in Taiwan; 
or 

 Has diplomatic privileges and immunities; and 

 Is eligible for compensation under the FS or GS salary schedule; and 

 Has a U.S. Social Security Number (SSN); and 

 Is not a citizen of the host country; and 

 Does not ordinarily reside in the host country; and 

 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 
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 A citizen of the host country; or 

 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is locally resident 

and has legal and/or permanent resident status within the host country and/or who is a holder of a non-
diplomatic visa/work and/or residency permit; and/or 

 Is subject to host country employment and tax laws. 

 

  

  



U.S. Mission Bangkok 
 

VACANCY ANNOUNCEMENT NUMBER:  FSN#2016/61 (2 positions) 

“This is a re-advertisement of announcement from March 18, 2016 (FSN#2016/46).  

Applications previously received will also be considered”. 

 

OPEN TO:  All Interested Candidates / All Sources 

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. The 

“Open To” category should not be confused with a “hiring preference” which is explained later in this 

vacancy announcement. 

 

POSITION:  Chauffeur (2 positions)                                

 

OPENING DATE: April 15, 2016 

 

CLOSING DATE: May 19, 2016 

 

WORK HOURS: Full-time, 44 hours/week 

 

SALARY:  Ordinarily Resident (OR):  FSN-3, starting salary 241,525 p.a.  

Not-Ordinarily Resident (NOR):  FP-BB* 

*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST HAVE THE 

REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION. 

  

The U.S. Mission in Soi Bamrasnaradura, Nonthaburi is seeking eligible and qualified applicants for the position 

of Chauffeur. 

 

BASIC FUNCTION OF POSITION 

 

Responsible for driving U.S. government owned automobiles, station wagons, and passenger vans carrying 

personnel, supplies, and equipment. Assists with general office tasks on an as needed and available basis. 

 

QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific and comprehensive information 

supporting each item.  Failure to do so may result in a determination that the applicant is not qualified. 

 

1. EDUCATION:  Completion of secondary school is required; 

 

2. EXPERIENCE:  At least three years of experience of driving sedan, truck, van, or station wagon is required 

(must submit a valid Thai driver license with application); 

 

3. LANGUAGE:  Level II (limited knowledge) speaking/reading/writing Thai and English (Provide a copy of 

valid TOEIC score of at least 400, or pass the English Placement Test (EPT) that is conducted by the Regional 

Human Resources Office); 

 

4. SKILLS AND ABILITIES:   

 Must be able to prepare the monthly vehicle report 

  



FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at bkkrecruitment@state.gov or call 

02-205-4463. 

 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following hiring 

preference categories are extended a hiring preference in the order listed below. Therefore, it is essential that 

these applicants accurately describe their status on the application. Failure to do so may result in a 

determination that the applicant is not eligible for a hiring preference. 

 

HIRING PREFERENCE ORDER: 

 

(1) AEFM / USEFM who is a preference-eligible U.S. Veteran* 

(2) AEFM / USEFM 

(3) FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy of the 

most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from Active Duty, and, 

if applicable, a letter from the U.S. Department of Veterans Affairs.  If claiming conditional eligibility for U.S. 

Veterans’ preference, applicants must submit proof of conditional eligibility.  If the written documentation 

confirming eligibility is not received in the HR office by the closing date of the vacancy announcement, the U.S. 

Veterans’ preference will not be considered in the application process. Mission HR’s decision on eligibility for 

U.S. Veterans’ preference after reviewing all required documentation is final. 

 

** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

1. Management may consider any of the following when determining successful candidacy:  nepotism, conflicts 

of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR employees with 

an Overall Summary Rating of Needs Improvement or Unsatisfactory on their most recent Employee 

Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service Agreement 

(PSA) are not eligible to apply within the first 90 calendar days of their employment, unless they have a 

When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following: local security certification and medical 

clearance.  

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months remaining on their 

sponsor’s tour of duty to be considered eligible to apply for this position. 

  
HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do so may 

result in a determination that the applicant is not qualified. 

1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website or by 

contacting Human Resources. (See “For Further Information” above); 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. transcripts, 

degrees, TOEIC)   Failure to do so may result in a determination that the applicant is not qualified. 

  

WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  
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EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and fair and 

equitable treatment in employment to all people without regard to race, color, religion, sex, national origin, 

age, disability, political affiliation, marital status, or sexual orientation. The Department of State also strives 

to achieve equal employment opportunity in all personnel operations through continuing diversity 

enhancement programs.  The EEO complaint procedure is not available to individuals who believe they have 

been denied equal opportunity based upon marital status or political affiliation.  Individuals with such 

complaints should avail themselves of the appropriate grievance procedures, remedies for prohibited personnel 

practices, and/or courts for relief. 

 

Appendix (DEFINITIONS) 

 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of the 

following criteria: 

 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 

 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self- support; 

or 

 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex domestic 

partner, when such parent is at least 51 percent dependent on the employee for support; or 

 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the employee, 

spouse, or same-sex domestic partner when such sibling is at least 51 percent dependent on the employee 
for support, unmarried, and under 21 years of age, or regardless of age, incapable of self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 
as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 

as appropriate, at an office of the American Institute in Taiwan; and resides at the sponsoring employee’s 

post of assignment abroad, or as appropriate, at an office of the American Institute in Taiwan; and is under 

chief of mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 FAM 

3232.2; or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. 

Foreign Service or Civil Service. 

 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 
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Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of the 

American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the U.S. 

Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, i.e., sponsor 

is a direct hire employee under Chief of Mission authority, either Foreign Service, Civil Service, or uniformed 

service member who is permanently assigned to or stationed abroad at a U.S. mission, or at an office of the 

American Institute in Taiwan.  A MOH is an individual who meets the following criteria: 

 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign Service 

Residence and Dependency Report of the sponsoring employee; and 

 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) as part 

of his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the process of 

being adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-in- law, 

brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-

brother, or half-sister who falls outside the Department’s current definition of Eligible Family Member 14 

FAM 511.3.  A MOH may or may not be a U.S. Citizen. 

 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 

 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service 
member permanently assigned or stationed abroad, or as appropriate, at an office of the American 
Institute in Taiwan; or 

 Has diplomatic privileges and immunities; and 

 Is eligible for compensation under the FS or GS salary schedule; and 

 Has a U.S. Social Security Number (SSN); and 

 Is not a citizen of the host country; and 

 Does not ordinarily reside in the host country; and 

 Is not subject to host country employment and tax laws. 

 

Ordinarily Resident (OR) – An individual who meets the following criteria: 

 

 A citizen of the host country; or 

 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is locally resident 

and has legal and/or permanent resident status within the host country and/or who is a holder of a non-
diplomatic visa/work and/or residency permit; and/or 

 Is subject to host country employment and tax laws. 

 

  

 

  



U.S. Mission Bangkok  
Vacancy Announcement Number: FSN#2016/66 

 

OPEN TO: All Interested Candidates / All Sources  

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. 

The “Open To” category should not be confused with a “hiring preference” which is explained later 

in this vacancy announcement. 

 

POSITION: Physician    

OPENING DATE: April 29, 2016 

CLOSING DATE: May 19, 2016 

 

WORK HOURS: Full-time 40 hours/week  

 

SALARY:  Ordinarily Resident (OR): FSN-12 1,634,011 p.a. 
Not-Ordinarily Resident (NOR): FP-3*  

*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST 

HAVE THE REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR 

CONSIDERATION. 

 

The U.S. Mission in Bangkok is seeking eligible and qualified applicants for the position Physician. 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are 

being considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

The Locally Employed Staff (LES) physician is an American Boarded and Licensed physician.  The 

incumbent is expected to provide primary outpatient medical care services to all eligible American 

Employees and family members.  Emergency and occupational health services are to be afforded all 

employees of the American Embassy.  Services will be provided through direct patient evaluation, 

examination and treatment.  Prescriptions when appropriate are to be written or ordered and/or referrals 

to reputable and responsible specialists are to be made.  The incumbent is expected to oversee referral 

and implementation of recommendations from consultants when appropriate.  The LE Staff physician is 

responsible for determining when hospitalization is appropriate for medical care, and arranges 

appropriate attending physicians and medical facilities where medical services can be provided.  The 

incumbent must be willing to share in after-hours call schedule.  

 

QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting 

each item. Failure to do so may result in a determination that the applicant is not qualified.   

 



 

1. EDUCATION: Medical Degree, completion of an approved internship and residency, and a 

current valid medical license are required.  Current U.S. Specialty Board certification is required. 

 

2. EXPERIENCE: A formal U.S. internship and a minimum of three years of formal residency 

training or equivalent training as certified by M/MED are required.  Prior practice in the U.S. and 

at least three years of progressive experience in internal medicine, family practice, emergency 

medicine are required.   

 

3. LANGUAGE: Level IV (Fluent in speaking, reading, writing) in English is required; must 

provide a copy of valid TOEIC score of at least 855 before the deadline; otherwise the 

application will not be considered. 

 

4. SKILLS AND ABILITIES:  

 Able to logically and objectively analyze patient problems, apply sound clinical judgement 

in assessing possible solutions is required. 

 Maturity, stability, objectivity, resourcefulness, adaptability and sound professional 

judgement  

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at 

bkkrecruitment@state.gov or call 02-205-4463. 

 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following 

hiring preference categories are extended a hiring preference in the order listed below. Therefore, it is 

essential that these applicants accurately describe their status on the application. Failure to do so may 

result in a determination that the applicant is not eligible for a hiring preference. 
 

HIRING PREFERENCE ORDER: 

 

1. AEFM / USEFM who is a preference-eligible U.S. Veteran* 

2. AEFM / USEFM 

3. FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a 

copy of the most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge 

from Active Duty, and, if applicable, a letter from the U.S. Department of Veterans Affairs.  If 

claiming conditional eligibility for U.S. Veterans’ preference, applicants must submit proof of 

conditional eligibility.  If the written documentation confirming eligibility is not received in the HR 

office by the closing date of the vacancy announcement, the U.S. Veterans’ preference will not be 

considered in the application process. Mission HR’s decision on eligibility for U.S. Veterans’ 

preference after reviewing all required documentation is final. 

 

** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

1. Management may consider any of the following when determining successful candidacy:  
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nepotism, conflicts of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR 

employees with an Overall Summary Rating of Needs Improvement or Unsatisfactory on their 

most recent Employee Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal 

Service Agreement (PSA) are not eligible to apply within the first 90 calendar days of their 

employment, unless they have a When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following: local security certification and 

medical clearance, etc.)  

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months 

remaining on their sponsor’s tour of duty to be considered eligible to apply for this position. 

  
HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do 

so may result in a determination that the applicant is not qualified. 

 

1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website 

or by contacting Human Resources. (See “For Further Information” above); 
 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. 

transcripts, degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so 

may result in a determination that the applicant is not qualified. 

  

WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  

 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and 

fair and equitable treatment in employment to all people without regard to race, color, religion, sex, 

national origin, age, disability, political affiliation, marital status, or sexual orientation. The 

Department of State also strives to achieve equal employment opportunity in all personnel operations 

through continuing diversity enhancement programs.  The EEO complaint procedure is not available 

to individuals who believe they have been denied equal opportunity based upon marital status or 

political affiliation.  Individuals with such complaints should avail themselves of the appropriate 

grievance procedures, remedies for prohibited personnel practices, and/or courts for relief. 

 

Appendix (DEFINITIONS) 
 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of 

the following criteria: 
 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 
 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self- 

support; or 
 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex 

domestic partner, when such parent is at least 51 percent dependent on the employee for 
support; or 
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 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the 

employee, spouse, or same-sex domestic partner when such sibling is at least 51 percent 
dependent on the employee for support, unmarried, and under 21 years of age, or regardless of 

age, incapable of self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 

Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an 

individual who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 

Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and resides at 

the sponsoring employee’s post of assignment abroad, or as appropriate, at an office of the 

American Institute in Taiwan; and is under chief of mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 
FAM 3232.2; or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the 
U.S. Foreign Service or Civil Service. 

 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an 

individual who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-
hire Foreign Service, Civil Service, or uniformed service member who is permanently 
assigned to or stationed abroad or, as appropriate, at an office of the American Institute in 
Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of 
the American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the 
U.S. Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, 

i.e., sponsor is a direct hire employee under Chief of Mission authority, either Foreign Service, Civil 

Service, or uniformed service member who is permanently assigned to or stationed abroad at a U.S. 

mission, or at an office of the American Institute in Taiwan.  A MOH is an individual who meets the 

following criteria: 
 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign 

Service Residence and Dependency Report of the sponsoring employee; and 
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 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) 

as part of his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the 

process of being adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-

law, daughter-in- law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, 

stepdaughter, stepbrother, stepsister, half-brother, or half-sister who falls outside the 

Department’s current definition of Eligible Family Member 14 FAM 511.3.  A MOH may or 

may not be a U.S. Citizen. 
 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 
 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service 
member permanently assigned or stationed abroad, or as appropriate, at an office of the 

American Institute in Taiwan; or 

 Has diplomatic privileges and immunities; and 
 Is eligible for compensation under the FS or GS salary schedule; and 
 Has a U.S. Social Security Number (SSN); and 
 Is not a citizen of the host country; and 
 Does not ordinarily reside in the host country; and 
 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 
 

 A citizen of the host country; or 
 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is 

locally resident and has legal and/or permanent resident status within the host country and/or who is 
a holder of a non-diplomatic visa/work and/or residency permit; and/or 

 Is subject to host country employment and tax laws. 
 

 

 

  



U.S. Mission Bangkok 
Vacancy Announcement Number: FSN#2016/70 

“This is a re-advertisement of announcement from April 1, 2016 (FSN#2016/50). 

Applications previously received will also be considered”. 

 

OPEN TO: All Interested Candidates / All Sources   

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. The 

“Open To” category should not be confused with a “hiring preference” which is explained later in this 

vacancy announcement. 

 

POSITION: Property Disposal Clerk  

OPENING DATE: May 6, 2016 

CLOSING DATE: May 19, 2016 

 

WORK HOURS: Full-time 40 hours/week   

 

SALARY: Ordinarily Resident (OR): FSN-5, starting salary THB 324,136 p.a. 

Not-Ordinarily Resident (NOR): FP- 9* 
*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST HAVE THE 

REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION. 

 

The U.S. Mission in Bangkok is seeking eligible and qualified applicants for the position of Property Disposal 

Clerk. 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are being 

considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

The incumbent serves as Property Disposal Assistant in the Defense Logistics Agency (DLA). The main purpose 

of this position is to represent the United States Government through the Defense Logistics Agency Disposition 

Services to ensure that Foreign Excess Personal Property declared excess/surplus is properly disposed of through 

local Host and Country Laws as well as United States Government Laws. S/He is responsible for inputting receipts 

into DSS, compiling sales bids, answering calls from customers, printing reports and data from DSS, inputting 

inventory results, maintaining and filing varies documentation, and typing varieties of documentation, and other 

basic office duties.  The jobholder is not the main point of contact. S/He reports directly to Area Manager in DLA 

Disposition Services, Guam. 

 
QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting 

each item. Failure to do so may result in a determination that the applicant is not qualified.   

 

5. EDUCATION: Completion of college or university studies is required.     

 

6. EXPERIENCE: A minimum of two years’ experience in administrative work is required. 

 



7. LANGUAGE: Level III (Good working knowledge) speaking/reading/writing English and Thai is required.  

A copy of valid TOEIC score of at least 600 is required with your application before the deadline. (This will 

be tested.)   

 

8. SKILLS AND ABILITIES:        

 Ability to drive and possess a valid Thai driver’s license (a copy of Thai driver’s license is required with 

application). 

 Ability to perform inspections of materials, precious metal contained equipment/material, containers, 

storage facilities, ships/vessels, heavy material equipment, and a miscellaneous amount of other property 

used by both the US military and Thailand military for proper identification and proper disposal methods.  

 Must be able to use unique computer systems requiring specific information relating to the property 

identified for disposal. 

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at bkkrecruitment@state.gov or call 

02-205-4463. 
 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following hiring 

preference categories are extended a hiring preference in the order listed below. Therefore, it is essential that 

these applicants accurately describe their status on the application. Failure to do so may result in a 

determination that the applicant is not eligible for a hiring preference. 

 

HIRING PREFERENCE ORDER: 

 

(4) AEFM / USEFM who is a preference-eligible U.S. Veteran* 

(5) AEFM / USEFM 

(6) FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy of the 

most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from Active Duty, and, 

if applicable, a letter from the U.S. Department of Veterans Affairs.  If claiming conditional eligibility for U.S. 

Veterans’ preference, applicants must submit proof of conditional eligibility.  If the written documentation 

confirming eligibility is not received in the HR office by the closing date of the vacancy announcement, the U.S. 

Veterans’ preference will not be considered in the application process. Mission HR’s decision on eligibility for 

U.S. Veterans’ preference after reviewing all required documentation is final. 

 
** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

6. Management may consider any of the following when determining successful candidacy:  nepotism, conflicts 

of interest, budget, and residency status. 

7. Current OR employees serving a probationary period are not eligible to apply.  Current OR employees with 

an Overall Summary Rating of Needs Improvement or Unsatisfactory on their most recent Employee 

Performance Report (EPR) are not eligible to apply. 

8. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service Agreement 

(PSA) are not eligible to apply within the first 90 calendar days of their employment, unless they have a 

When Actually Employed (WAE) work schedule. 

9. The candidate must be able to obtain and hold the following: local security certification and medical 

clearance.  

10. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months remaining on their 

sponsor’s tour of duty to be considered eligible to apply for this position.  
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HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do so may 

result in a determination that the applicant is not qualified. 

 
1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website or by 

contacting Human Resources. (See “For Further Information” above); 

 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. transcripts, 

degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so may result in a 

determination that the applicant is not qualified. 

  
WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  
 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and fair and 

equitable treatment in employment to all people without regard to race, color, religion, sex, national origin, age, 

disability, political affiliation, marital status, or sexual orientation. The Department of State also strives to 

achieve equal employment opportunity in all personnel operations through continuing diversity enhancement 

programs.  The EEO complaint procedure is not available to individuals who believe they have been denied equal 

opportunity based upon marital status or political affiliation.  Individuals with such complaints should avail 

themselves of the appropriate grievance procedures, remedies for prohibited personnel practices, and/or courts for 

relief. 

 

Appendix (DEFINITIONS) 
 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of the 

following criteria: 

 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 

 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self-support; or 

 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex domestic 

partner, when such parent is at least 51 percent dependent on the employee for support; or 

 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the employee, 

spouse, or same-sex domestic partner when such sibling is at least 51 percent dependent on the employee for 
support, unmarried, and under 21 years of age, or regardless of age, incapable of self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 
as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 

as appropriate, at an office of the American Institute in Taiwan; and resides at the sponsoring employee’s post 
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of assignment abroad, or as appropriate, at an office of the American Institute in Taiwan; and is under chief of 

mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 FAM 3232.2; 

or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. Foreign Service 

or Civil Service. 
 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, as 

appropriate, at an office of the American Institute in Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of the 

American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the U.S. 

Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, i.e., sponsor is 

a direct hire employee under Chief of Mission authority, either Foreign Service, Civil Service, or uniformed 

service member who is permanently assigned to or stationed abroad at a U.S. mission, or at an office of the 

American Institute in Taiwan.  A MOH is an individual who meets the following criteria: 

 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign Service 

Residence and Dependency Report of the sponsoring employee; and 

 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) as part of 

his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the process of being 

adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-in- law, brother-in-

law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, or half-

sister who falls outside the Department’s current definition of Eligible Family Member 14 FAM 511.3.  A 

MOH may or may not be a U.S. Citizen. 

 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 
 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service member 
permanently assigned or stationed abroad, or as appropriate, at an office of the American Institute in Taiwan; 
or 

 Has diplomatic privileges and immunities; and 

 Is eligible for compensation under the FS or GS salary schedule; and 

 Has a U.S. Social Security Number (SSN); and 

 Is not a citizen of the host country; and 

 Does not ordinarily reside in the host country; and 

 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 
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 A citizen of the host country; or 

 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is locally resident 

and has legal and/or permanent resident status within the host country and/or who is a holder of a non-
diplomatic visa/work and/or residency permit; and/or 

 Is subject to host country employment and tax laws. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 U.S. Mission Bangkok 

Vacancy Announcement Number: FSN#2016/71(T) 

 

OPEN TO: All Interested Candidates / All Sources   

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. 

The “Open To” category should not be confused with a “hiring preference” which is explained later 

in this vacancy announcement. 

 

POSITION: Engineering Technician (BAS), Trainee   

OPENING DATE: May 6, 2016 

CLOSING DATE: June 9, 2016 

 

WORK HOURS: Full-time 40 hours/week   

 
SALARY: Ordinarily Resident (OR): FSN-8 THB 586,405 p.a. 

Not-Ordinarily Resident (NOR): FP-6* 

*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST 

HAVE THE REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR 

CONSIDERATION. 

 

The U.S. Mission in Bangkok is seeking eligible and qualified applicants for the position of Engineering 

Technician (BAS). 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are being 

considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

The Building Automation Engineer (BAE) will work directly for the Operation Engineer and will be 

responsible for the operation and maintenance of the building automated systems which is a computer 

and micro–processor controlled building automated system management systems, such as; elevator, air 

conditioning, fire suppression, potable water, fresh air make-up, fire alarms, and similar systems located 

throughout the U.S Embassy buildings and compound.  The BAE will oversee outsource contractor to 

perform maintenance and troubleshooting actions for the following types of systems, air conditioning 

and ventilation, electrical generators, switchgear and switchboard equipment, Elevator, Uninterrupted 

Power System, fuel distribution systems, potable water and fire suppression system located throughout 

the U.S Embassy buildings. The incumbent receives supervision from Operation Engineer. 

 

QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting 

each item. Failure to do so may result in a determination that the applicant is not qualified.   

 



 

 

1. EDUCATION:  Bachelor’s degree in Mechanical or Electrical Engineering is required.   

 

2. EXPERIENCE:  A minimum of two years’ experience in HVAC engineering or in other 

mechanical or electrical field for building operation.  The job holder must also have two years' 

experience in operation and maintenance of building computer and microprocessor control 

system. (This will be tested) 

 

3. LANGUAGE:  Level III (Good Working Knowledge) speaking/writing/reading both Thai and 

English (A copy of valid TOEIC score of at least 600 is required with your application before the 

deadline.) 

 

4. SKILLS AND ABILITIES:  

 

 Able to manage multi trade workforce, manage projects, write technical reports and 

provide technical supervision. 

 Basic truck and common vehicle driving skill (Thai driver license is required to submit 

with the application) 

 

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at 

bkkrecruitment@state.gov or call 02-205-4463. 

 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following 

hiring preference categories are extended a hiring preference in the order listed below. Therefore, it is 

essential that these applicants accurately describe their status on the application. Failure to do so may 

result in a determination that the applicant is not eligible for a hiring preference. 
 

HIRING PREFERENCE ORDER: 

 

1. AEFM / USEFM who is a preference-eligible U.S. Veteran* 
2. AEFM / USEFM 
3. FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy 

of the most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from 

Active Duty, and, if applicable, a letter from the U.S. Department of Veterans Affairs.  If claiming 

conditional eligibility for U.S. Veterans’ preference, applicants must submit proof of conditional 

eligibility.  If the written documentation confirming eligibility is not received in the HR office by the 

closing date of the vacancy announcement, the U.S. Veterans’ preference will not be considered in the 

application process. Mission HR’s decision on eligibility for U.S. Veterans’ preference after reviewing 

all required documentation is final. 

 

** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 
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1. Management may consider any of the following when determining successful candidacy:  

nepotism, conflicts of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR 

employees with an Overall Summary Rating of Needs Improvement or Unsatisfactory on their 

most recent Employee Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service 

Agreement (PSA) are not eligible to apply within the first 90 calendar days of their employment, 

unless they have a When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following: local security certification and 

medical clearance.  

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months 

remaining on their sponsor’s tour of duty to be considered eligible to apply for this position. 

  
HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do so 

may result in a determination that the applicant is not qualified. 

 

1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website 

or by contacting Human Resources. (See “For Further Information” above); 
 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. 

transcripts, degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so 

may result in a determination that the applicant is not qualified. 

  

WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  

 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and fair 

and equitable treatment in employment to all people without regard to race, color, religion, sex, national 

origin, age, disability, political affiliation, marital status, or sexual orientation. The Department of State 

also strives to achieve equal employment opportunity in all personnel operations through continuing 

diversity enhancement programs.  The EEO complaint procedure is not available to individuals who 

believe they have been denied equal opportunity based upon marital status or political affiliation.  

Individuals with such complaints should avail themselves of the appropriate grievance procedures, 

remedies for prohibited personnel practices, and/or courts for relief. 

 

Appendix (DEFINITIONS) 
 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of 

the following criteria: 
 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 
 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self-support; 

or 
 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex 
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domestic partner, when such parent is at least 51 percent dependent on the employee for support; or 

 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the 
employee, spouse, or same-sex domestic partner when such sibling is at least 51 percent dependent 

on the employee for support, unmarried, and under 21 years of age, or regardless of age, incapable of 
self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 

Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 
stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an individual 

who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 

Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and resides at 

the sponsoring employee’s post of assignment abroad, or as appropriate, at an office of the American 

Institute in Taiwan; and is under chief of mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 
FAM 3232.2; or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. 
Foreign Service or Civil Service. 

 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an individual 

who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 
Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 
stationed abroad or, as appropriate, at an office of the American Institute in Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of 
the American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the 
U.S. Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, i.e., 

sponsor is a direct hire employee under Chief of Mission authority, either Foreign Service, Civil Service, 

or uniformed service member who is permanently assigned to or stationed abroad at a U.S. mission, or at 

an office of the American Institute in Taiwan.  A MOH is an individual who meets the following criteria: 
 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign Service 

Residence and Dependency Report of the sponsoring employee; and 

 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) as 
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part of his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the process 

of being adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-

in- law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, 

stepsister, half-brother, or half-sister who falls outside the Department’s current definition of Eligible 

Family Member 14 FAM 511.3.  A MOH may or may not be a U.S. Citizen. 
 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 
 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service 

member permanently assigned or stationed abroad, or as appropriate, at an office of the American 
Institute in Taiwan; or 

 Has diplomatic privileges and immunities; and 
 Is eligible for compensation under the FS or GS salary schedule; and 
 Has a U.S. Social Security Number (SSN); and 
 Is not a citizen of the host country; and 
 Does not ordinarily reside in the host country; and 
 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 
 

 A citizen of the host country; or 
 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is locally 

resident and has legal and/or permanent resident status within the host country and/or who is a holder 
of a non-diplomatic visa/work and/or residency permit; and/or 

 Is subject to host country employment and tax laws. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



U.S. Mission Bangkok 
Vacancy Announcement Number: FSN#2016/71 

 

OPEN TO: All Interested Candidates / All Sources   

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. 

The “Open To” category should not be confused with a “hiring preference” which is explained later 

in this vacancy announcement. 

 

POSITION: Engineering Technician (BAS)   

OPENING DATE: May 6, 2016 

CLOSING DATE: June 9, 2016 

 

WORK HOURS: Full-time 40 hours/week   

 
SALARY: Ordinarily Resident (OR): FSN-9 THB 653,272 p.a. 

Not-Ordinarily Resident (NOR): FP-5(Step 1 thru 4)* 

*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST 

HAVE THE REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR 

CONSIDERATION. 

 

The U.S. Mission in Bangkok is seeking eligible and qualified applicants for the position of Engineering 

Technician (BAS). 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are being 

considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

The Building Automation Engineer (BAE) will work directly for the Operation Engineer and will be 

responsible for the operation and maintenance of the building automated systems which is a computer 

and micro–processor controlled building automated system management systems, such as; elevator, air 

conditioning, fire suppression, potable water, fresh air make-up, fire alarms, and similar systems located 

throughout the U.S Embassy buildings and compound.  The BAE will oversee outsource contractor to 

perform maintenance and troubleshooting actions for the following types of systems, air conditioning 

and ventilation, electrical generators, switchgear and switchboard equipment, Elevator, Uninterrupted 

Power System, fuel distribution systems, potable water and fire suppression system located throughout 

the U.S Embassy buildings. The incumbent receives supervision from Operation Engineer. 

 

QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting 

each item. Failure to do so may result in a determination that the applicant is not qualified.   

 



 

 

1. EDUCATION: Bachelor’s degree in Mechanical or Electrical Engineering is required.   

 

2. EXPERIENCE: A minimum of three years’ experience in HVAC engineering or in other 

mechanical or electrical field for building operation.  The job holder must also have three years' 

experience in operation and maintenance of building computer and microprocessor control 

system.  

 

3. LANGUAGE:  Level III (Good Working Knowledge) speaking/writing/reading both Thai and 

English (A copy of valid TOEIC score of at least 600 is required with your application before the 

deadline.) 

 

4. SKILLS AND ABILITIES:  

 

 Able to manage multi trade workforce, manage projects, write technical reports and 

provide technical supervision. 

 Basic truck and common vehicle driving skill (Thai driver license is required to submit 

with the application) 

 

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at 

bkkrecruitment@state.gov or call 02-205-4463. 

 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following 

hiring preference categories are extended a hiring preference in the order listed below. Therefore, it is 

essential that these applicants accurately describe their status on the application. Failure to do so may 

result in a determination that the applicant is not eligible for a hiring preference. 
 

HIRING PREFERENCE ORDER: 

 

1. AEFM / USEFM who is a preference-eligible U.S. Veteran* 
2. AEFM / USEFM 
3. FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy 

of the most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from 

Active Duty, and, if applicable, a letter from the U.S. Department of Veterans Affairs.  If claiming 

conditional eligibility for U.S. Veterans’ preference, applicants must submit proof of conditional 

eligibility.  If the written documentation confirming eligibility is not received in the HR office by the 

closing date of the vacancy announcement, the U.S. Veterans’ preference will not be considered in the 

application process. Mission HR’s decision on eligibility for U.S. Veterans’ preference after reviewing 

all required documentation is final. 

 

** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 
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1. Management may consider any of the following when determining successful candidacy:  

nepotism, conflicts of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR 

employees with an Overall Summary Rating of Needs Improvement or Unsatisfactory on their 

most recent Employee Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service 

Agreement (PSA) are not eligible to apply within the first 90 calendar days of their employment, 

unless they have a When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following: local security certification and 

medical clearance.  

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months 

remaining on their sponsor’s tour of duty to be considered eligible to apply for this position. 

  
HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do so 

may result in a determination that the applicant is not qualified. 

 

1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website 

or by contacting Human Resources. (See “For Further Information” above); 
 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. 

transcripts, degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so 

may result in a determination that the applicant is not qualified. 

  

WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  

 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and fair 

and equitable treatment in employment to all people without regard to race, color, religion, sex, national 

origin, age, disability, political affiliation, marital status, or sexual orientation. The Department of State 

also strives to achieve equal employment opportunity in all personnel operations through continuing 

diversity enhancement programs.  The EEO complaint procedure is not available to individuals who 

believe they have been denied equal opportunity based upon marital status or political affiliation.  

Individuals with such complaints should avail themselves of the appropriate grievance procedures, 

remedies for prohibited personnel practices, and/or courts for relief. 

 

Appendix (DEFINITIONS) 
 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of 

the following criteria: 
 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 
 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self-support; 

or 
 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex 
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domestic partner, when such parent is at least 51 percent dependent on the employee for support; or 

 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the 
employee, spouse, or same-sex domestic partner when such sibling is at least 51 percent dependent 

on the employee for support, unmarried, and under 21 years of age, or regardless of age, incapable of 
self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 

Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 
stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an individual 

who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 

Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and resides at 

the sponsoring employee’s post of assignment abroad, or as appropriate, at an office of the American 

Institute in Taiwan; and is under chief of mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 
FAM 3232.2; or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. 
Foreign Service or Civil Service. 

 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an individual 

who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 
Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 
stationed abroad or, as appropriate, at an office of the American Institute in Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of 
the American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the 
U.S. Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, i.e., 

sponsor is a direct hire employee under Chief of Mission authority, either Foreign Service, Civil Service, 

or uniformed service member who is permanently assigned to or stationed abroad at a U.S. mission, or at 

an office of the American Institute in Taiwan.  A MOH is an individual who meets the following criteria: 
 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign Service 

Residence and Dependency Report of the sponsoring employee; and 

 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) as 
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part of his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the process 

of being adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-

in- law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, 

stepsister, half-brother, or half-sister who falls outside the Department’s current definition of Eligible 

Family Member 14 FAM 511.3.  A MOH may or may not be a U.S. Citizen. 
 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 
 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service 

member permanently assigned or stationed abroad, or as appropriate, at an office of the American 
Institute in Taiwan; or 

 Has diplomatic privileges and immunities; and 
 Is eligible for compensation under the FS or GS salary schedule; and 
 Has a U.S. Social Security Number (SSN); and 
 Is not a citizen of the host country; and 
 Does not ordinarily reside in the host country; and 
 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 
 

 A citizen of the host country; or 
 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is locally 

resident and has legal and/or permanent resident status within the host country and/or who is a holder 
of a non-diplomatic visa/work and/or residency permit; and/or 

 Is subject to host country employment and tax laws. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

U.S. Mission Bangkok 
Vacancy Announcement Number: FSN#2016/73 

 

OPEN TO: All Interested Candidates / All Sources   

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. 

The “Open To” category should not be confused with a “hiring preference” which is explained later 

in this vacancy announcement. 

 

POSITION: Motor Pool Clerk 

OPENING DATE: May 13, 2016 

CLOSING DATE: May 26, 2016 

 

WORK HOURS: Full-time 48 hours/week   

 
SALARY: Ordinarily Resident (OR): FSN-4 THB 301,260 p.a. 

Not-Ordinarily Resident (NOR): FP-AA* 

*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST 

HAVE THE REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR 

CONSIDERATION. 

 

The U.S. Mission in Bangkok is seeking eligible and qualified applicants for the position of Motor Pool 

Clerk. 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are being 

considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

Serve as a Clerk, providing overall clerical support to General Services Office/Motor Pool, including 

filing, copying, and segregating documents.  He/she will use the computer system to maintain section 

information, update vehicle mileage and International Cooperative Administrative Support Services 

(ICASS) workloads, arrange E2 travel, and update fuel records.  In addition, he/she will be a sub-

cashier; responsible for 30,000 Baht in petty cash to support ICASS services, will manage important 

documents and financial instruments, and will oversee supplying equipment for office administrative 

staff.  He/she will also serve as a backup dispatcher and assist the supervisor as assigned. 

 

QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting 

each item. Failure to do so may result in a determination that the applicant is not qualified.   

 

 



1. EDUCATION:  Completion of secondary/high school is required.   

 

2. EXPERIENCE:  At least one year of experience in administrative work is required.  

 

3. LANGUAGE:  Level II (Limited Knowledge) speaking/reading/writing Thai and English is 

required.  (You are required to pass the English Placement Test (EPT) that is conducted by the 

Regional Human Resources Office, or submit a copy of valid TOEIC score of at least 400.)  

 

4. SKILLS AND ABILITIES:  

 Proficiency in computer applications including MS Office, particularly MS Excel, MS 

Word, and MS Outlook. 

 

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at 

bkkrecruitment@state.gov or call 02-205-4463. 

 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following 

hiring preference categories are extended a hiring preference in the order listed below. Therefore, it is 

essential that these applicants accurately describe their status on the application. Failure to do so may 

result in a determination that the applicant is not eligible for a hiring preference. 
 

HIRING PREFERENCE ORDER: 

 

1. AEFM / USEFM who is a preference-eligible U.S. Veteran* 
2. AEFM / USEFM 
3. FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy 

of the most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from 

Active Duty, and, if applicable, a letter from the U.S. Department of Veterans Affairs.  If claiming 

conditional eligibility for U.S. Veterans’ preference, applicants must submit proof of conditional 

eligibility.  If the written documentation confirming eligibility is not received in the HR office by the 

closing date of the vacancy announcement, the U.S. Veterans’ preference will not be considered in the 

application process. Mission HR’s decision on eligibility for U.S. Veterans’ preference after reviewing 

all required documentation is final. 

 

** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

1. Management may consider any of the following when determining successful candidacy:  nepotism, 

conflicts of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR 

employees with an Overall Summary Rating of Needs Improvement or Unsatisfactory on their most 

recent Employee Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service 

Agreement (PSA) are not eligible to apply within the first 90 calendar days of their employment, 
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unless they have a When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following: local security certification and medical 

clearance.  

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months remaining 

on their sponsor’s tour of duty to be considered eligible to apply for this position. 

  
HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do so 

may result in a determination that the applicant is not qualified. 

 

1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website or 

by contacting Human Resources. (See “For Further Information” above); 
 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. 

transcripts, degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so may 

result in a determination that the applicant is not qualified. 

  

WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  

 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and fair 

and equitable treatment in employment to all people without regard to race, color, religion, sex, national 

origin, age, disability, political affiliation, marital status, or sexual orientation. The Department of State 

also strives to achieve equal employment opportunity in all personnel operations through continuing 

diversity enhancement programs.  The EEO complaint procedure is not available to individuals who 

believe they have been denied equal opportunity based upon marital status or political affiliation.  

Individuals with such complaints should avail themselves of the appropriate grievance procedures, 

remedies for prohibited personnel practices, and/or courts for relief. 

 

Appendix (DEFINITIONS) 
 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of 

the following criteria: 
 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 
 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self-support; 

or 
 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex 

domestic partner, when such parent is at least 51 percent dependent on the employee for support; or 

 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the 

employee, spouse, or same-sex domestic partner when such sibling is at least 51 percent dependent 
on the employee for support, unmarried, and under 21 years of age, or regardless of age, incapable of 

self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 
Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and 
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 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an individual 

who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 

Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and resides at 

the sponsoring employee’s post of assignment abroad, or as appropriate, at an office of the American 

Institute in Taiwan; and is under chief of mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 
FAM 3232.2; or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. 
Foreign Service or Civil Service. 

 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an individual 

who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 
Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 
stationed abroad or, as appropriate, at an office of the American Institute in Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of 
the American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the 
U.S. Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, i.e., 

sponsor is a direct hire employee under Chief of Mission authority, either Foreign Service, Civil Service, 

or uniformed service member who is permanently assigned to or stationed abroad at a U.S. mission, or at 

an office of the American Institute in Taiwan.  A MOH is an individual who meets the following criteria: 
 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign Service 

Residence and Dependency Report of the sponsoring employee; and 

 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) as 

part of his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the process 

of being adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-

in- law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, 

stepsister, half-brother, or half-sister who falls outside the Department’s current definition of Eligible 

Family Member 14 FAM 511.3.  A MOH may or may not be a U.S. Citizen. 
 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 
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 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service 
member permanently assigned or stationed abroad, or as appropriate, at an office of the American 

Institute in Taiwan; or 
 Has diplomatic privileges and immunities; and 
 Is eligible for compensation under the FS or GS salary schedule; and 
 Has a U.S. Social Security Number (SSN); and 
 Is not a citizen of the host country; and 
 Does not ordinarily reside in the host country; and 
 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 
 

 A citizen of the host country; or 
 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is locally 

resident and has legal and/or permanent resident status within the host country and/or who is a holder 
of a non-diplomatic visa/work and/or residency permit; and/or 

 Is subject to host country employment and tax laws. 
 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



U.S. Mission Bangkok 
Vacancy Announcement Number: FSN#2016/75(T) 

“This is a re-advertisement of announcement from April 22, 2016 (FSN#2016/62).  

Applications previously received will also be considered”. 

  

OPEN TO: All Interested Candidates / All Sources   

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. 

The “Open To” category should not be confused with a “hiring preference” which is explained later 

in this vacancy announcement. 

 

POSITION: Supervisory ACS Assistant, Trainee 

OPENING DATE: May 13, 2016 

CLOSING DATE: May 26, 2016 

 

WORK HOURS: Full-time 40 hours/week   

 
SALARY: Ordinarily Resident (OR): FSN-8 THB 586,405 p.a. 

Not-Ordinarily Resident (NOR): FP-6 

*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST HAVE 

THE REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION. 

 

The U.S. Mission in Bangkok is seeking eligible and qualified applicants for the position of Supervisory 

ACS Assistant. 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are being 

considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

To serve as supervisor of the Special Citizen Services (SCS) sub-unit and act as case worker, working 

both independently and with Consular Officers, to provide assistance to U.S. citizens facing a wide 

variety of difficulties including but not limited to; destitution, deaths, estate, medical and emotional 

problems, welfare/whereabouts inquiries, and other difficulties encountered in Thailand. 

 

QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting 

each item. Failure to do so may result in a determination that the applicant is not qualified.  

 

1. EDUCATION: A minimum two years of general college studies is required.   

 

2. EXPERIENCE: At least five years’ experience of progressively responsible experience 

involving the applications of complex regulatory material relates to consular/ACS functions and  



3. sub-functions is required.  

 

4. LANGUAGE: Level IV (Fluent) speaking/reading/writing Thai and English is required.  A copy 

of valid TOEIC score of at least 855 is required with your application before the deadline.  

 

5. SKILLS AND ABILITIES: (Please confirm if you meet this requirement) 

 Must be able to represent the Consular Section at meetings with mid-low level government 

contacts. 

 Should be proficient in word processing, Microsoft Outlook and Excel. 

 

6. JOB KNOWLEDGE: (Please confirm if you meet this requirement) 

 Must have thorough knowledge about host country government organs and how they operate 

to best assist U.S. citizens; e.g. Thai Royal Police, Thai Immigration, Department of 

Corrections,  Ministry of Foreign Affairs, Ministry of Justice, Child Welfare et al 

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at 

bkkrecruitment@state.gov or call 02-205-4463. 

 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following 

hiring preference categories are extended a hiring preference in the order listed below. Therefore, it is 

essential that these applicants accurately describe their status on the application. Failure to do so may 

result in a determination that the applicant is not eligible for a hiring preference. 
 

HIRING PREFERENCE ORDER: 

 

1. AEFM / USEFM who is a preference-eligible U.S. Veteran* 
2. AEFM / USEFM 
3. FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy 

of the most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from 

Active Duty, and, if applicable, a letter from the U.S. Department of Veterans Affairs.  If claiming 

conditional eligibility for U.S. Veterans’ preference, applicants must submit proof of conditional 

eligibility.  If the written documentation confirming eligibility is not received in the HR office by the 

closing date of the vacancy announcement, the U.S. Veterans’ preference will not be considered in the 

application process. Mission HR’s decision on eligibility for U.S. Veterans’ preference after reviewing 

all required documentation is final. 

 

** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

1. Management may consider any of the following when determining successful candidacy:  nepotism, 

conflicts of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR 

employees with an Overall Summary Rating of Needs Improvement or Unsatisfactory on their most 

recent Employee Performance Report (EPR) are not eligible to apply. 
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3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service 

Agreement (PSA) are not eligible to apply within the first 90 calendar days of their employment, 

unless they have a When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following: local security certification and medical 

clearance.  

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months remaining 

on their sponsor’s tour of duty to be considered eligible to apply for this position. 

  
HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do so 

may result in a determination that the applicant is not qualified. 

 

1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website or 

by contacting Human Resources. (See “For Further Information” above); 
 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. 

transcripts, degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so may 

result in a determination that the applicant is not qualified. 

  

WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  

 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and fair 

and equitable treatment in employment to all people without regard to race, color, religion, sex, national 

origin, age, disability, political affiliation, marital status, or sexual orientation. The Department of State 

also strives to achieve equal employment opportunity in all personnel operations through continuing 

diversity enhancement programs.  The EEO complaint procedure is not available to individuals who 

believe they have been denied equal opportunity based upon marital status or political affiliation.  

Individuals with such complaints should avail themselves of the appropriate grievance procedures, 

remedies for prohibited personnel practices, and/or courts for relief. 

 

Appendix (DEFINITIONS) 
 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of 

the following criteria: 
 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 
 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self-support; 

or 
 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex 

domestic partner, when such parent is at least 51 percent dependent on the employee for support; or 

 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the 

employee, spouse, or same-sex domestic partner when such sibling is at least 51 percent dependent 
on the employee for support, unmarried, and under 21 years of age, or regardless of age, incapable of 

self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 
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Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an individual 

who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 

Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and resides at 

the sponsoring employee’s post of assignment abroad, or as appropriate, at an office of the American 

Institute in Taiwan; and is under chief of mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 
FAM 3232.2; or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. 
Foreign Service or Civil Service. 

 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an individual 

who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 
Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 
stationed abroad or, as appropriate, at an office of the American Institute in Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of 
the American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the 
U.S. Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, i.e., 

sponsor is a direct hire employee under Chief of Mission authority, either Foreign Service, Civil Service, 

or uniformed service member who is permanently assigned to or stationed abroad at a U.S. mission, or at 

an office of the American Institute in Taiwan.  A MOH is an individual who meets the following criteria: 
 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign Service 

Residence and Dependency Report of the sponsoring employee; and 

 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) as 

part of his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the process 

of being adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-

in- law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, 

stepsister, half-brother, or half-sister who falls outside the Department’s current definition of Eligible 

Family Member 14 FAM 511.3.  A MOH may or may not be a U.S. Citizen. 
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Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 
 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service 
member permanently assigned or stationed abroad, or as appropriate, at an office of the American 

Institute in Taiwan; or 

 Has diplomatic privileges and immunities; and 
 Is eligible for compensation under the FS or GS salary schedule; and 
 Has a U.S. Social Security Number (SSN); and 
 Is not a citizen of the host country; and 
 Does not ordinarily reside in the host country; and 
 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 
 

 A citizen of the host country; or 
 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is locally 

resident and has legal and/or permanent resident status within the host country and/or who is a holder 
of a non-diplomatic visa/work and/or residency permit; and/or 

 Is subject to host country employment and tax laws. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



U.S. Mission Bangkok 
Vacancy Announcement Number: FSN#2016/75 

“This is a re-advertisement of announcement from April 22, 2016 (FSN#2016/62).  

Applications previously received will also be considered”. 

 

OPEN TO: All Interested Candidates / All Sources   

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. 

The “Open To” category should not be confused with a “hiring preference” which is explained later 

in this vacancy announcement. 

 

POSITION: Supervisory ACS Assistant 

OPENING DATE: May 13, 2016 

CLOSING DATE: May 26, 2016 

 

WORK HOURS: Full-time 40 hours/week   

 
SALARY: Ordinarily Resident (OR): FSN-9 THB 653,272 p.a. 

Not-Ordinarily Resident (NOR): FP-5(Step 1 thru 4) 
*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST 

HAVE THE REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR 

CONSIDERATION. 

 

The U.S. Mission in Bangkok is seeking eligible and qualified applicants for the position of Supervisory 

ACS Assistant. 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are being 

considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

To serve as supervisor of the Special Citizen Services (SCS) sub-unit and act as case worker, working 

both independently and with Consular Officers, to provide assistance to U.S. citizens facing a wide 

variety of difficulties including but not limited to; destitution, deaths, estate, medical and emotional 

problems, welfare/whereabouts inquiries, and other difficulties encountered in Thailand. 

 

QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting 

each item. Failure to do so may result in a determination that the applicant is not qualified.  

 

1. EDUCATION:  A minimum two years of general college studies is required.   

 

2. EXPERIENCE: At least five years’ experience of progressively responsible experience 



involving the applications of complex regulatory material relates to consular/ACS functions and  

sub-functions. S/he requires at least six months of supervisory experience is required.  

 

3. LANGUAGE:  Level IV (Fluent) speaking/reading/writing Thai and English is required.  A copy 

of valid TOEIC score of at least 855 is required with your application before the deadline.  

 

4. SKILLS AND ABILITIES: (Please confirm if you meet this requirement) 

 Must be able to represent the Consular Section at meetings with mid-low level government 

contacts. 

 Should be proficient in word processing, Microsoft Outlook and Excel. 

 

5. JOB KNOWLEDGE: (Please confirm if you meet this requirement) 

 Must have thorough knowledge about host country government organs and how they operate 

to best assist U.S. citizens; e.g. Thai Royal Police, Thai Immigration, Department of 

Corrections,  Ministry of Foreign Affairs, Ministry of Justice, Child Welfare et al 

 An in depth knowledge of State Department regulations and guide lines, particularly 7 FAM. 

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at 

bkkrecruitment@state.gov or call 02-205-4463. 

 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following 

hiring preference categories are extended a hiring preference in the order listed below. Therefore, it is 

essential that these applicants accurately describe their status on the application. Failure to do so may 

result in a determination that the applicant is not eligible for a hiring preference. 
 

HIRING PREFERENCE ORDER: 

 

1. AEFM / USEFM who is a preference-eligible U.S. Veteran* 
2. AEFM / USEFM 
3. FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy 

of the most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from 

Active Duty, and, if applicable, a letter from the U.S. Department of Veterans Affairs.  If claiming 

conditional eligibility for U.S. Veterans’ preference, applicants must submit proof of conditional 

eligibility.  If the written documentation confirming eligibility is not received in the HR office by the 

closing date of the vacancy announcement, the U.S. Veterans’ preference will not be considered in the 

application process. Mission HR’s decision on eligibility for U.S. Veterans’ preference after reviewing 

all required documentation is final. 

 

** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

1. Management may consider any of the following when determining successful candidacy:  nepotism, 

conflicts of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR 
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employees with an Overall Summary Rating of Needs Improvement or Unsatisfactory on their most 

recent Employee Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service 

Agreement (PSA) are not eligible to apply within the first 90 calendar days of their employment, 

unless they have a When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following: local security certification and medical 

clearance.  

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months remaining 

on their sponsor’s tour of duty to be considered eligible to apply for this position. 

  
HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do so 

may result in a determination that the applicant is not qualified. 

 

1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website or 

by contacting Human Resources. (See “For Further Information” above); 
 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. 

transcripts, degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so may 

result in a determination that the applicant is not qualified. 

  

WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  

 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and fair 

and equitable treatment in employment to all people without regard to race, color, religion, sex, national 

origin, age, disability, political affiliation, marital status, or sexual orientation. The Department of State 

also strives to achieve equal employment opportunity in all personnel operations through continuing 

diversity enhancement programs.  The EEO complaint procedure is not available to individuals who 

believe they have been denied equal opportunity based upon marital status or political affiliation.  

Individuals with such complaints should avail themselves of the appropriate grievance procedures, 

remedies for prohibited personnel practices, and/or courts for relief. 

 

Appendix (DEFINITIONS) 
 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of 

the following criteria: 
 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 
 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self-support; 

or 
 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex 

domestic partner, when such parent is at least 51 percent dependent on the employee for support; or 

 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the 

employee, spouse, or same-sex domestic partner when such sibling is at least 51 percent dependent 
on the employee for support, unmarried, and under 21 years of age, or regardless of age, incapable of 
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self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 
Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an individual 

who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 

Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and resides at 

the sponsoring employee’s post of assignment abroad, or as appropriate, at an office of the American 

Institute in Taiwan; and is under chief of mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 
FAM 3232.2; or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. 
Foreign Service or Civil Service. 

 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an individual 

who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 
Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 
stationed abroad or, as appropriate, at an office of the American Institute in Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of 
the American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the 
U.S. Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, i.e., 

sponsor is a direct hire employee under Chief of Mission authority, either Foreign Service, Civil Service, 

or uniformed service member who is permanently assigned to or stationed abroad at a U.S. mission, or at 

an office of the American Institute in Taiwan.  A MOH is an individual who meets the following criteria: 
 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign Service 

Residence and Dependency Report of the sponsoring employee; and 

 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) as 

part of his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the process 

of being adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-

in- law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, 
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stepsister, half-brother, or half-sister who falls outside the Department’s current definition of Eligible 

Family Member 14 FAM 511.3.  A MOH may or may not be a U.S. Citizen. 
 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 
 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service 

member permanently assigned or stationed abroad, or as appropriate, at an office of the American 
Institute in Taiwan; or 

 Has diplomatic privileges and immunities; and 
 Is eligible for compensation under the FS or GS salary schedule; and 
 Has a U.S. Social Security Number (SSN); and 
 Is not a citizen of the host country; and 
 Does not ordinarily reside in the host country; and 
 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 
 

 A citizen of the host country; or 
 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is locally 

resident and has legal and/or permanent resident status within the host country and/or who is a holder 

of a non-diplomatic visa/work and/or residency permit; and/or 
 Is subject to host country employment and tax laws. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



U.S. Mission Bangkok 
Vacancy Announcement Number: 2016/79 (T) 

“This is a re-advertisement of announcement from April 29, 2016 (FSN#2016/65(T)).  

Applications previously received will also be considered”. 

 

OPEN TO: All Interested Candidates / All Sources   

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. 

The “Open To” category should not be confused with a “hiring preference” which is explained later 

in this vacancy announcement. 

 

POSITION: Information Resources Center Assistant, Trainee  

OPENING DATE: May 13, 2016 

CLOSING DATE: May 26, 2016 

 

WORK HOURS: Full-time 40 hours/week  

 
SALARY: Ordinarily Resident (OR): FSN-7 480,033 p.a. 

Not-Ordinarily Resident (NOR): FP-7*  

*Final grade/step for NORs will be determined by Washington. 

 
ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST HAVE THE 

REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION. 

 

The U.S. Mission in Bangkok is seeking eligible and qualified applicants for the position Information 

Resources Center Assistant. 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are 

being considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

Research Information Resource Center’s (IRC) electronic and printed resources in response to complex 

inquiries for information on integrated Country Strategy (ICS) themes from the target audiences, which 

include U.S. mission in Thailand.  Develops and maintains contact with high-level target audiences to 

ensure the cost effectiveness of the reference service.  Maintains the table of contents service (TOC) for 

the Embassy and Public Affairs officers, and senior Locally Employed Staff (LE Staff).  Recommends 

appropriate mix of print and electronic resources to IRC Director for acquisition.  Maintains book 

records of the IRC collection using Library World software application.  

 

QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting 

each item. Failure to do so may result in a determination that the applicant is not qualified.   

 

 



 

1. EDUCATION:  A Bachelor’s degree in Information Technology, Library Science, Information 

Management, International Relations or Liberal Arts is required.   

 

2. EXPERIENCE:  At least four years of progressive responsible experience in the field of 

information science, including experience in the use of emerging information technologies and 

electronic resources is required.  

 

3. LANGUAGE:  Level IV (Fluent) speaking/reading/writing both Thai and English is required.    

(Must provide a copy of valid TOEIC score of at least 855 before the deadline; otherwise, 

application will not be considered).   

 

4. SKILLS AND ABILITIES:  

 Ability to carry out reference searches and respond rapidly to complex requests, often for   

     breaking news 

 Able to use electronic based technologies, including internet, CD-ROM, and print    

      resources 

 Excellent written and oral communication skills.  (This will be tested) 

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at 

bkkrecruitment@state.gov or call 02-205-4463. 

 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following 

hiring preference categories are extended a hiring preference in the order listed below. Therefore, it is 

essential that these applicants accurately describe their status on the application. Failure to do so may 

result in a determination that the applicant is not eligible for a hiring preference. 

 

HIRING PREFERENCE ORDER: 

 

(1) AEFM / USEFM who is a preference-eligible U.S. Veteran* 
(2) AEFM / USEFM 
(3) FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a 

copy of the most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge 

from Active Duty, and, if applicable, a letter from the U.S. Department of Veterans Affairs.  If 

claiming conditional eligibility for U.S. Veterans’ preference, applicants must submit proof of 

conditional eligibility.  If the written documentation confirming eligibility is not received in the HR 

office by the closing date of the vacancy announcement, the U.S. Veterans’ preference will not be 

considered in the application process. Mission HR’s decision on eligibility for U.S. Veterans’ 

preference after reviewing all required documentation is final. 

 

** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

1. Management may consider any of the following when determining successful candidacy:  
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nepotism, conflicts of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR 

employees with an Overall Summary Rating of Needs Improvement or Unsatisfactory on their 

most recent Employee Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal 

Service Agreement (PSA) are not eligible to apply within the first 90 calendar days of their 

employment, unless they have a When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following:  local security certification and 

medical clearance. 

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months 

remaining on their sponsor’s tour of duty to be considered eligible to apply for this position. 

  
HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do 

so may result in a determination that the applicant is not qualified. 

 

1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website 

or by contacting Human Resources. (See “For Further Information” above); 

 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. 

transcripts, degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so 

may result in a determination that the applicant is not qualified. 

  

WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  

 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and 

fair and equitable treatment in employment to all people without regard to race, color, religion, sex, 

national origin, age, disability, political affiliation, marital status, or sexual orientation. The 

Department of State also strives to achieve equal employment opportunity in all personnel operations 

through continuing diversity enhancement programs.  The EEO complaint procedure is not available 

to individuals who believe they have been denied equal opportunity based upon marital status or 

political affiliation.  Individuals with such complaints should avail themselves of the appropriate 

grievance procedures, remedies for prohibited personnel practices, and/or courts for relief. 

 

Appendix (DEFINITIONS) 

 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of 

the following criteria: 

 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 
 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self- 

support; or 
 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex 

domestic partner, when such parent is at least 51 percent dependent on the employee for 
support; or 
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 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the 

employee, spouse, or same-sex domestic partner when such sibling is at least 51 percent 
dependent on the employee for support, unmarried, and under 21 years of age, or regardless of 

age, incapable of self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 

Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an 

individual who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 

Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and resides at 

the sponsoring employee’s post of assignment abroad, or as appropriate, at an office of the 

American Institute in Taiwan; and is under chief of mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 
FAM 3232.2; or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the 
U.S. Foreign Service or Civil Service. 

 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an 

individual who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-
hire Foreign Service, Civil Service, or uniformed service member who is permanently 
assigned to or stationed abroad or, as appropriate, at an office of the American Institute in 
Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of 
the American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the 
U.S. Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, 

i.e., sponsor is a direct hire employee under Chief of Mission authority, either Foreign Service, Civil 

Service, or uniformed service member who is permanently assigned to or stationed abroad at a U.S. 

mission, or at an office of the American Institute in Taiwan.  A MOH is an individual who meets the 

following criteria: 

 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign 

Service Residence and Dependency Report of the sponsoring employee; and 
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 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) 

as part of his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the 

process of being adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-

law, daughter-in- law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, 

stepdaughter, stepbrother, stepsister, half-brother, or half-sister who falls outside the 

Department’s current definition of Eligible Family Member 14 FAM 511.3.  A MOH may or 

may not be a U.S. Citizen. 

 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 

 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service 
member permanently assigned or stationed abroad, or as appropriate, at an office of the 

American Institute in Taiwan; or 
 Has diplomatic privileges and immunities; and 
 Is eligible for compensation under the FS or GS salary schedule; and 
 Has a U.S. Social Security Number (SSN); and 
 Is not a citizen of the host country; and 
 Does not ordinarily reside in the host country; and 
 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 

 

 A citizen of the host country; or 
 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is 

locally resident and has legal and/or permanent resident status within the host country and/or who is 

a holder of a non-diplomatic visa/work and/or residency permit; and/or 
 Is subject to host country employment and tax laws. 

 

  



U.S. Mission Bangkok 
Vacancy Announcement Number: 2016/79 

“This is a re-advertisement of announcement from April 29, 2016 (FSN#2016/65).  

Applications previously received will also be considered”. 

 

OPEN TO: All Interested Candidates / All Sources   

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. 

The “Open To” category should not be confused with a “hiring preference” which is explained later 

in this vacancy announcement. 

 

POSITION: Information Resources Center Assistant  

OPENING DATE: May 13, 2016 

CLOSING DATE: May 26, 2016 

 

WORK HOURS: Full-time 40 hours/week  

 
SALARY: Ordinarily Resident (OR): FSN-8 586,405 p.a. 

Not-Ordinarily Resident (NOR): FP-6*  

*Final grade/step for NORs will be determined by Washington. 

 
ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST HAVE THE 

REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION. 

 

The U.S. Mission in Bangkok is seeking eligible and qualified applicants for the position Information 

Resources Center Assistant. 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are 

being considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

Research Information Resource Center’s (IRC) electronic and printed resources in response to complex 

inquiries for information on integrated Country Strategy (ICS) themes from the target audiences, which 

include U.S. mission in Thailand.  Develops and maintains contact with high-level target audiences to 

ensure the cost effectiveness of the reference service.  Maintains the table of contents service (TOC) for 

the Embassy and Public Affairs officers, and senior Locally Employed Staff (LE Staff).  Recommends 

appropriate mix of print and electronic resources to IRC Director for acquisition.  Maintains book 

records of the IRC collection using Library World software application.  

 

QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting 

each item. Failure to do so may result in a determination that the applicant is not qualified.   

 

 



 

1. EDUCATION: A Bachelor’s degree in Information Technology, Library Science, Information 

Management, International Relations or Liberal Arts is required.   

 

2. EXPERIENCE: At least five years of progressive responsible experience in the field of 

information science, including experience in the use of emerging information technologies and 

electronic resources is required.  

 

3. LANGUAGE: Level IV (Fluent) speaking/reading/writing both Thai and English is required.    

(Must provide a copy of valid TOEIC score of at least 855 before the deadline; otherwise, 

application will not be considered).   

 

4. SKILLS AND ABILITIES:  

 Ability to carry out reference searches and respond rapidly to complex requests, often for 

breaking news 

 Able to use electronic based technologies, including internet, CD-ROM, and print 

resources 

 Excellent written and oral communication skills.  (This will be tested) 

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at 

bkkrecruitment@state.gov or call 02-205-4463. 

 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following 

hiring preference categories are extended a hiring preference in the order listed below. Therefore, it is 

essential that these applicants accurately describe their status on the application. Failure to do so may 

result in a determination that the applicant is not eligible for a hiring preference. 

 

HIRING PREFERENCE ORDER: 

 

(4) AEFM / USEFM who is a preference-eligible U.S. Veteran* 
(5) AEFM / USEFM 
(6) FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a 

copy of the most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge 

from Active Duty, and, if applicable, a letter from the U.S. Department of Veterans Affairs.  If 

claiming conditional eligibility for U.S. Veterans’ preference, applicants must submit proof of 

conditional eligibility.  If the written documentation confirming eligibility is not received in the HR 

office by the closing date of the vacancy announcement, the U.S. Veterans’ preference will not be 

considered in the application process. Mission HR’s decision on eligibility for U.S. Veterans’ 

preference after reviewing all required documentation is final. 

 

** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

1. Management may consider any of the following when determining successful candidacy:  
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nepotism, conflicts of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR 

employees with an Overall Summary Rating of Needs Improvement or Unsatisfactory on their 

most recent Employee Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal 

Service Agreement (PSA) are not eligible to apply within the first 90 calendar days of their 

employment, unless they have a When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following:  local security certification and 

medical clearance. 

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months 

remaining on their sponsor’s tour of duty to be considered eligible to apply for this position. 

  
HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do 

so may result in a determination that the applicant is not qualified. 

 

1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website 

or by contacting Human Resources. (See “For Further Information” above); 

 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. 

transcripts, degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so 

may result in a determination that the applicant is not qualified. 

  

WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  

 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and 

fair and equitable treatment in employment to all people without regard to race, color, religion, sex, 

national origin, age, disability, political affiliation, marital status, or sexual orientation. The 

Department of State also strives to achieve equal employment opportunity in all personnel operations 

through continuing diversity enhancement programs.  The EEO complaint procedure is not available 

to individuals who believe they have been denied equal opportunity based upon marital status or 

political affiliation.  Individuals with such complaints should avail themselves of the appropriate 

grievance procedures, remedies for prohibited personnel practices, and/or courts for relief. 

 

Appendix (DEFINITIONS) 

 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of 

the following criteria: 

 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 
 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self- 

support; or 
 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex 

domestic partner, when such parent is at least 51 percent dependent on the employee for 
support; or 
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 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the 

employee, spouse, or same-sex domestic partner when such sibling is at least 51 percent 
dependent on the employee for support, unmarried, and under 21 years of age, or regardless of 

age, incapable of self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 

Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an 

individual who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire 

Foreign Service, Civil Service, or uniformed service member who is permanently assigned to or 

stationed abroad or, as appropriate, at an office of the American Institute in Taiwan; and resides at 

the sponsoring employee’s post of assignment abroad, or as appropriate, at an office of the 

American Institute in Taiwan; and is under chief of mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 
FAM 3232.2; or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the 
U.S. Foreign Service or Civil Service. 

 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an 

individual who meets all of the following criteria: 

 

 U.S. Citizen; and 
 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 
 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-
hire Foreign Service, Civil Service, or uniformed service member who is permanently 
assigned to or stationed abroad or, as appropriate, at an office of the American Institute in 
Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of 
the American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the 
U.S. Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, 

i.e., sponsor is a direct hire employee under Chief of Mission authority, either Foreign Service, Civil 

Service, or uniformed service member who is permanently assigned to or stationed abroad at a U.S. 

mission, or at an office of the American Institute in Taiwan.  A MOH is an individual who meets the 

following criteria: 

 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign 

Service Residence and Dependency Report of the sponsoring employee; and 
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 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) 

as part of his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the 

process of being adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-

law, daughter-in- law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, 

stepdaughter, stepbrother, stepsister, half-brother, or half-sister who falls outside the 

Department’s current definition of Eligible Family Member 14 FAM 511.3.  A MOH may or 

may not be a U.S. Citizen. 

 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 

 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service 
member permanently assigned or stationed abroad, or as appropriate, at an office of the 

American Institute in Taiwan; or 
 Has diplomatic privileges and immunities; and 
 Is eligible for compensation under the FS or GS salary schedule; and 
 Has a U.S. Social Security Number (SSN); and 
 Is not a citizen of the host country; and 
 Does not ordinarily reside in the host country; and 
 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 

 

 A citizen of the host country; or 
 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is 

locally resident and has legal and/or permanent resident status within the host country and/or who is 

a holder of a non-diplomatic visa/work and/or residency permit; and/or 
 Is subject to host country employment and tax laws. 

 

  
  



U.S. Mission Bangkok 
Vacancy Announcement Number: FSN#2016/74(T) 

 

OPEN TO: All Interested Candidates / All Sources   

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. The 

“Open To” category should not be confused with a “hiring preference” which is explained later in this 

vacancy announcement. 

 

POSITION: Consular Clerk. Trainee   

OPENING DATE: May 13, 2016 

CLOSING DATE: May 26, 2016 

 

WORK HOURS: Full-time 40 hours/week   

 

SALARY: Ordinarily Resident (OR): FSN-5 THB 324,136 p.a. 

Not-Ordinarily Resident (NOR): FP-9* 
*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST HAVE THE 

REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION. 

 

The U.S. Mission in Chiang Mai is seeking eligible and qualified applicants for the position of Consular Clerk. 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are being 

considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

The incumbent performs routine and emergency American Citizen Services (ACS) and Nonimmigrant Visa 

(NIV) processing, including handling inquiries and service requests; application intake, review, and screening; 

data entry, photo capture, and fingerprint collection; and printing and quality control.  S/He handles 

correspondence related to routine and non-routine inquiries.  S/He is a primary contact for U.S. citizen death 

cases and backs up other Locally Employed (LE) Staff, including for emergency ACS.  S/He is also a cashier for 

both ACS and NIV transactions, and periodically supervises interns, both Thai university students and American 

summer hires. The incumbent is supervised by Consular Specialist. 

 
QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting 

each item. Failure to do so may result in a determination that the applicant is not qualified.   

 

“Applicants applying for FSN# 2016/74(T) will be considered for FSN# 2016/74.  Therefore, applicants need only 

apply for one of these two vacancy announcements to be considered.” 

 

1. EDUCATION: Minimum two years of college/university studies (general coursework) is required.   

 

2. EXPERIENCE: Minimum six months of work experience in a position with substantial customer service 

requirements is required.  

 



3. LANGUAGE: Level 4 English required (speak, read, and write), and Level 4 Thai required (speak, read, and 

write) is required.  A copy of valid TOEIC score of at least 855 is required with your application before the 

deadline.   

 

4. SKILLS AND ABILITIES: Must be client-oriented, with good interpersonal skills.  Must be able to: type 

quickly and accurately to do data entry in computer systems; use a variety of office machines (particularly 

computers and peripherals such as scanners, printers, and digital cameras) and common software programs 

(particularly MS Office); read and understand applicable law, regulation, policy, and procedures.        

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at bkkrecruitment@state.gov or call 

02-205-4463. 
 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following hiring 

preference categories are extended a hiring preference in the order listed below. Therefore, it is essential that 

these applicants accurately describe their status on the application. Failure to do so may result in a determination 

that the applicant is not eligible for a hiring preference. 

 

HIRING PREFERENCE ORDER: 

 

(1) AEFM / USEFM who is a preference-eligible U.S. Veteran* 

(2) AEFM / USEFM 

(3) FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy of the 

most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from Active Duty, and, if 

applicable, a letter from the U.S. Department of Veterans Affairs.  If claiming conditional eligibility for U.S. 

Veterans’ preference, applicants must submit proof of conditional eligibility.  If the written documentation 

confirming eligibility is not received in the HR office by the closing date of the vacancy announcement, the U.S. 

Veterans’ preference will not be considered in the application process. Mission HR’s decision on eligibility for 

U.S. Veterans’ preference after reviewing all required documentation is final. 

 
** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

1. Management may consider any of the following when determining successful candidacy:  nepotism, conflicts 

of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR employees with 

an Overall Summary Rating of Needs Improvement or Unsatisfactory on their most recent Employee 

Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service Agreement 

(PSA) are not eligible to apply within the first 90 calendar days of their employment, unless they have a 

When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following: local security certification and medical 

clearance.  

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months remaining on their 

sponsor’s tour of duty to be considered eligible to apply for this position. 

  
HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do so may 

result in a determination that the applicant is not qualified. 
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1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website or by 

contacting Human Resources. (See “For Further Information” above); 

 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. transcripts, 

degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so may result in a 

determination that the applicant is not qualified. 

  
WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  
 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and fair and 

equitable treatment in employment to all people without regard to race, color, religion, sex, national origin, age, 

disability, political affiliation, marital status, or sexual orientation. The Department of State also strives to 

achieve equal employment opportunity in all personnel operations through continuing diversity enhancement 

programs.  The EEO complaint procedure is not available to individuals who believe they have been denied equal 

opportunity based upon marital status or political affiliation.  Individuals with such complaints should avail 

themselves of the appropriate grievance procedures, remedies for prohibited personnel practices, and/or courts for 

relief. 

 

Appendix (DEFINITIONS) 
 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of the 

following criteria: 

 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 

 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self-support; or 

 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex domestic 
partner, when such parent is at least 51 percent dependent on the employee for support; or 

 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the employee, 
spouse, or same-sex domestic partner when such sibling is at least 51 percent dependent on the employee for 
support, unmarried, and under 21 years of age, or regardless of age, incapable of self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 
as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 

as appropriate, at an office of the American Institute in Taiwan; and resides at the sponsoring employee’s post 

of assignment abroad, or as appropriate, at an office of the American Institute in Taiwan; and is under chief of 

mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 FAM 3232.2; 
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or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. Foreign Service 

or Civil Service. 
 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, as 

appropriate, at an office of the American Institute in Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of the 

American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the U.S. 

Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, i.e., sponsor is 

a direct hire employee under Chief of Mission authority, either Foreign Service, Civil Service, or uniformed 

service member who is permanently assigned to or stationed abroad at a U.S. mission, or at an office of the 

American Institute in Taiwan.  A MOH is an individual who meets the following criteria: 

 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign Service 

Residence and Dependency Report of the sponsoring employee; and 

 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) as part of 

his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the process of being 

adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-in- law, brother-in-

law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, or half-

sister who falls outside the Department’s current definition of Eligible Family Member 14 FAM 511.3.  A 

MOH may or may not be a U.S. Citizen. 

 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 
 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service member 
permanently assigned or stationed abroad, or as appropriate, at an office of the American Institute in Taiwan; 
or 

 Has diplomatic privileges and immunities; and 

 Is eligible for compensation under the FS or GS salary schedule; and 

 Has a U.S. Social Security Number (SSN); and 

 Is not a citizen of the host country; and 

 Does not ordinarily reside in the host country; and 

 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 
 

 A citizen of the host country; or 

 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is locally resident 
and has legal and/or permanent resident status within the host country and/or who is a holder of a non-
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diplomatic visa/work and/or residency permit; and/or 

 Is subject to host country employment and tax laws. 

 

  

  



U.S. Mission Bangkok 
Vacancy Announcement Number: FSN#2016/74 

 

OPEN TO: All Interested Candidates / All Sources   

 

The “Open To” category listed above refers to candidates who are eligible to apply for this position. The 

“Open To” category should not be confused with a “hiring preference” which is explained later in this 

vacancy announcement. 

 

POSITION: Consular Clerk   

OPENING DATE: May 13, 2016 

CLOSING DATE: May 26, 2016 

 

WORK HOURS: Full-time 40 hours/week   

 

SALARY: Ordinarily Resident (OR): FSN-6 THB 362,706 p.a. 

Not-Ordinarily Resident (NOR): FP-8* 
*Final grade/step for NORs will be determined by Washington. 

 

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix for definition) MUST HAVE THE 

REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR CONSIDERATION. 

 

The U.S. Mission in Chiang Mai is seeking eligible and qualified applicants for the position of Consular Clerk. 

 

NOTE:  Due to the high volume of applications received, we will only contact applicants who are being 

considered.  Thank you for your understanding. 

 

BASIC FUNCTION OF POSITION  

 

The incumbent performs routine and emergency American Citizen Services (ACS) and Nonimmigrant Visa 

(NIV) processing, including handling inquiries and service requests; application intake, review, and screening; 

data entry, photo capture, and fingerprint collection; and printing and quality control.  S/He handles 

correspondence related to routine and non-routine inquiries.  S/He is a primary contact for U.S. citizen death 

cases and backs up other Locall Employed (LE) Staff, including for emergency ACS.  S/He is also a cashier for 

both ACS and NIV transactions, and periodically supervises interns, both Thai university students and American 

summer hires. The incumbent is supervised by Consular Specialist. 

 
QUALIFICATIONS REQUIRED 

 

Applicants must address each required qualification listed below with specific information supporting 

each item. Failure to do so may result in a determination that the applicant is not qualified.   

 

“Applicants applying for FSN# 2016/74 will be considered for FSN# 2016/74(T).  Therefore, applicants need only 

apply for one of these two vacancy announcements to be considered.” 

 

1. EDUCATION: Minimum two years of college/university studies (general coursework) is required.   

 

2. EXPERIENCE: Minimum one year work experience in a position with substantial customer service 

requirements is required.  

 



3. LANGUAGE: Level 4 English required (speak, read, and write), and Level 4 Thai required (speak, read, and 

write) is required.  A copy of valid TOEIC score of at least 855 is required with your application before the 

deadline.   

 

4. SKILLS AND ABILITIES: Must be client-oriented, with good interpersonal skills.  Must be able to: type 

quickly and accurately to do data entry in computer systems; use a variety of office machines (particularly 

computers and peripherals such as scanners, printers, and digital cameras) and common software programs 

(particularly MS Office); read and understand applicable law, regulation, policy, and procedures.        

 

5. JOB KNOWLEDGE: Completion of three FSN Consular Correspondence Courses: PC 102 Immigration Law 

and Visa Operations, PC 103 Nationality Law/Consular Procedures, and PC 104 Overseas Citizens Services is 

required.   

 

FOR FURTHER INFORMATION:  The complete position description listing all of the duties and 

responsibilities may be obtained by contacting the Human Resources Office at bkkrecruitment@state.gov or call 

02-205-4463. 
 

HIRING PREFERENCE SELECTION PROCESS: When qualified, applicants in the following hiring 

preference categories are extended a hiring preference in the order listed below. Therefore, it is essential that 

these applicants accurately describe their status on the application. Failure to do so may result in a determination 

that the applicant is not eligible for a hiring preference. 
 

HIRING PREFERENCE ORDER: 

 

(1) AEFM / USEFM who is a preference-eligible U.S. Veteran* 

(2) AEFM / USEFM 

(3) FS on LWOP** 

 

* IMPORTANT:  Applicants who claim status as a preference-eligible U.S. Veteran must submit a copy of the 

most recent Member Copy Four (4) of the DD-214, Certificate of Release or Discharge from Active Duty, and, if 

applicable, a letter from the U.S. Department of Veterans Affairs.  If claiming conditional eligibility for U.S. 

Veterans’ preference, applicants must submit proof of conditional eligibility.  If the written documentation 

confirming eligibility is not received in the HR office by the closing date of the vacancy announcement, the U.S. 

Veterans’ preference will not be considered in the application process. Mission HR’s decision on eligibility for 

U.S. Veterans’ preference after reviewing all required documentation is final. 

 
** This level of preference applies to all Foreign Service employees on LWOP. 

 

ADDITIONAL SELECTION CRITERIA: 

 

1. Management may consider any of the following when determining successful candidacy:  nepotism, conflicts 

of interest, budget, and residency status. 

2. Current OR employees serving a probationary period are not eligible to apply.  Current OR employees with 

an Overall Summary Rating of Needs Improvement or Unsatisfactory on their most recent Employee 

Performance Report (EPR) are not eligible to apply. 

3. Current NOR employees hired on a Family Member Appointment (FMA) or a Personal Service Agreement 

(PSA) are not eligible to apply within the first 90 calendar days of their employment, unless they have a 

When Actually Employed (WAE) work schedule. 

4. The candidate must be able to obtain and hold the following: local security certification and medical 

clearance.  

5. Candidates who are EFMs, USEFMs, AEFMs, or MOHs must have at least nine months remaining on their 

sponsor’s tour of duty to be considered eligible to apply for this position. 
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HOW TO APPLY:  Applicants must submit the following documents to be considered.  Failure to do so may 

result in a determination that the applicant is not qualified. 

 
1. Universal Application for Employment (UAE) (Form DS-174), which is available on our website or by 

contacting Human Resources. (See “For Further Information” above); 

 

2. Any additional documentation that supports or addresses the requirements listed above (e.g. transcripts, 

degrees, TOEIC, sponsor’s order, visa and residency permits etc.)   Failure to do so may result in a 

determination that the applicant is not qualified. 

  
WHERE TO APPLY: 

 

Regional Human Resources Office:  Talent Recruitment and Staffing Unit 

E-mail Address:      bkkrecruitment@state.gov  
 

EQUAL EMPLOYMENT OPPORTUNITY:  The U.S. Mission provides equal opportunity and fair and 

equitable treatment in employment to all people without regard to race, color, religion, sex, national origin, age, 

disability, political affiliation, marital status, or sexual orientation. The Department of State also strives to 

achieve equal employment opportunity in all personnel operations through continuing diversity enhancement 

programs.  The EEO complaint procedure is not available to individuals who believe they have been denied equal 

opportunity based upon marital status or political affiliation.  Individuals with such complaints should avail 

themselves of the appropriate grievance procedures, remedies for prohibited personnel practices, and/or courts for 

relief. 

 

Appendix (DEFINITIONS) 
 

Eligible Family Member (EFM):  An EFM for employment purposes is an individual who meets all of the 

following criteria: 

 

 U.S. Citizen or not a U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610); or 

 Child, who is unmarried and under 21 years of age or, regardless of age, is incapable of self-support; or 

 Parent (including stepparents and legally adoptive parents) of employee, spouse, or same-sex domestic 

partner, when such parent is at least 51 percent dependent on the employee for support; or 

 Sister or brother (including stepsisters and stepbrothers, or adoptive sisters or brothers) of the employee, 

spouse, or same-sex domestic partner when such sibling is at least 51 percent dependent on the employee for 
support, unmarried, and under 21 years of age, or regardless of age, incapable of self-support; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 
as appropriate, at an office of the American Institute in Taiwan; and 

 Is under chief of mission authority. 

 

U.S. Citizen Eligible Family Member (USEFM):  A USEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, 
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as appropriate, at an office of the American Institute in Taiwan; and resides at the sponsoring employee’s post 

of assignment abroad, or as appropriate, at an office of the American Institute in Taiwan; and is under chief of 

mission authority; or 

 Resides at an Involuntary Separate Maintenance Allowance (ISMA) location authorized under 3 FAM 3232.2; 

or 

 Currently receives a U.S. Government retirement annuity or pension from a career in the U.S. Foreign Service 

or Civil Service. 
 

Appointment Eligible Family Member (AEFM):  An AEFM for employment purposes is an individual who 

meets all of the following criteria: 

 

 U.S. Citizen; and 

 Spouse or same-sex domestic partner (as defined in 3 FAM 1610) of the sponsoring employee; or 

 Child of the sponsoring employee who is unmarried and at least 18 years old; and 

 Listed on the travel orders or approved Form OF-126 of a sponsoring employee, i.e., a direct-hire Foreign 

Service, Civil Service, or uniformed service member who is permanently assigned to or stationed abroad or, as 

appropriate, at an office of the American Institute in Taiwan (AIT); and 

 Is under chief of mission authority; and 

 Is residing at the sponsoring employee's post of assignment abroad or, as appropriate, at an office of the 
American Institute in Taiwan; and 

 Does NOT currently receive a U.S. Government retirement annuity or pension from a career in the U.S. 

Foreign Service or Civil Service. 

 

Member of Household (MOH):  An individual who accompanies or joins a sponsoring employee, i.e., sponsor is 

a direct hire employee under Chief of Mission authority, either Foreign Service, Civil Service, or uniformed 

service member who is permanently assigned to or stationed abroad at a U.S. mission, or at an office of the 

American Institute in Taiwan.  A MOH is an individual who meets the following criteria: 
 

 Not an EFM and therefore not on the travel orders or approved through form OF-126 Foreign Service 

Residence and Dependency Report of the sponsoring employee; and 

 Officially declared by the sponsoring U.S. Government employee to the Chief of Mission (COM) as part of 

his or her household and approved by the COM; and 

 Is a parent, grandparent, grandchild, unmarried partner, adult child, foreign born child in the process of being 

adopted, father, mother, brother, sister, father-in-law, mother-in-law, son-in-law, daughter-in- law, brother-in-

law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother, or half-

sister who falls outside the Department’s current definition of Eligible Family Member 14 FAM 511.3.  A 

MOH may or may not be a U.S. Citizen. 

 

Not Ordinarily Resident (NOR) – An individual who meets the following criteria: 
 

 An EFM, USEFM or AEFM of a direct-hire Foreign Service, Civil Service, or uniformed service member 

permanently assigned or stationed abroad, or as appropriate, at an office of the American Institute in Taiwan; 
or 

 Has diplomatic privileges and immunities; and 

 Is eligible for compensation under the FS or GS salary schedule; and 

 Has a U.S. Social Security Number (SSN); and 

 Is not a citizen of the host country; and 

 Does not ordinarily reside in the host country; and 

 Is not subject to host country employment and tax laws. 
 

Ordinarily Resident (OR) – An individual who meets the following criteria: 
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 A citizen of the host country; or 

 A non-citizen of the host country (including a U.S. citizen or a third-country national) who is locally resident 
and has legal and/or permanent resident status within the host country and/or who is a holder of a non-
diplomatic visa/work and/or residency permit; and/or 

 Is subject to host country employment and tax laws. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

USAID 

 
FSN# 2016/68   

Secretary 

 

OPEN TO: All Interested Candidates  

 

POSITION: Secretary, FSN-6  
 

OPENING DATE: May 6, 2016 
 

CLOSING DATE: May 26, 2016  
 

WORK HOURS: Full-time; 40 hours/week   

 

POSITION GRADE:   FSN-6 

 

SALARY: ฿ 362,706 per annum (Starting salary).  

 

APPLICANTS MUST HAVE THE REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR 

CONSIDERATION. 

 

The U.S. Embassy in Bangkok is seeking an individual for the position of Secretary in the U.S. Agency 

for International Development/Regional Development Mission for Asia (USAID/RDMA), located at 

Athenee Tower, Wireless Road, Bangkok. 

 

JOB SUMMARY:  

 

Serves as the Secretary for the Office of Public Health (OPH) in the United States Agency for 

International Development (USAID)/Regional Development Mission for Asia (RDMA).  The incumbent 

provides the full range of administrative and secretarial support to OPH team members in direct support 

of activity management.  Tasks include:  arranging travel, meetings, and transportation; maintaining 

team calendar; filing; ordering and maintaining office supplies; reporting time and attendance; and 

registering for on-line conference; collecting and distributing office mail; tracking internal documents 

for mission clearance.  S/he works collaboratively with other support offices within and outside RDMA, 

including other USAID missions and Embassies to accomplish these tasks.  The position is an entry-

level administrative and secretarial position.  The position is supervised by the OPH Deputy Director. 

 

MAJOR RESPONSIBILITIES: 

 

The detail of responsibilities includes to the following: 

 

I. ADMINISTRATIVE SUPPORT:                                 80% 

 

1. Travel arrangement: provides logistical arrangements for official travel and transportation for OPH 

team members.  Tasks include: preparing travel requests; booking and confirming airline ticket or 



other mode of transportation, and lodging accommodation; securing visa; ensuring approval of 

electronic country clearance cable (eCC), course, conference, and on-line registration, and that travel 

authorization is obtained prior to traveling; preparing travel package with relevant documentation for 

traveler; requesting travel advance or Mission Debit Card (DBC) as needed; registering traveler on-

line and reporting conference attendance to meet Agency requirements. 

 

2. Assists traveler with voucher reimbursement preparation and submission.  Arranges transportation 

for official in-country meetings that may or may not require travel authorization.  This includes 

reserving office or rental vehicle for members by coordinating with the Executive Office (EXO). 

 

3. Ensures that any travel cancellation is done well in advance and if any modification is needed in 

accordance with rules and regulations.  

 

4. Attends travel arrangement training and keeps up-to-date information, through formal and informal 

means. 

 

5. Alerts OPH team of any important information and change in business processes related to travel 

needs (e.g., new requirements for visas, E2 process, and important travel tasker deadlines). 

 

6. Maintains up-to-date OPH travel and event calendars both electronically and on the white board.   

 

7. Assists with sorting and gathering official trips made for the Portfolio Review presentation that 

includes information such as traveler name by technical team functions, location, duration, budget 

and type of visit. 

 

8. Prepares SF-1034 document for payment and/or reimbursement for items such as insurance, storage 

fee, educational allowance, cost of living allowance. 

 

II. SECRETARIAL FUNCTIONS:          20% 

 

1. Receives telephone calls and screens visitors determining which team member to communicate with. 

 

2. Arranges conference call-in line and provides call-in information to callers.   

 

3. Logs in document in the RDMA tracker that tracks internal clearance and follows up on the status of 

its approval.  Makes appropriate change on signee per the most up-to-date delegation of authority for 

clearing process. 

 

4. Assists with organizing in-house meetings by booking meeting room and greets incoming visitors. 

 

5. Responds to incoming invitations and requests for OPH member attendance at official functions, 

such as meetings, seminars, and receptions.   

 

6. Assists with mass reproduction of meeting materials, and promotion package for events such as the 

World AIDS Day, World TB Day, World Malaria Day, World Nutrition Day, etc. 

 

7. Prepares time and attendance sheets for FSNs and attaches approved leave request as relevant. 

 



8. Collects and distributes office mail to team members. 

9. Maintains sufficient office supplies by constantly checking for depleted stock and timely placing 

new orders with EXO. 

 

10. Files hard copy and electronic records of official documentation to meet Agency official filing 

standard. 

 

11. Submits implementing partners’ voucher for reimbursement through ASSIST on-line system and 

ensuring that all relevant supporting documents are uploaded. 

 

QUALIFICATIONS REQUIRED AND SELECTION CRITERIA: 

 

All applications must address each selection criterion detailed below with specific and comprehensive 

information supporting each item in DS-174 block no. 19-22. If the application submitted fails to 

demonstrate eligibility, the application will be marked unqualified.  It is the responsibility of the 

applicant to provide all pertinent information. 

 

(1) Education: Secondary Schooling is required. 

  

(2) Experience (20 points): A minimum of one year (1) experience working in the field of 

secretarial and/or administrative support is required.     

 

(3) Language:  Level IV speaking/reading and writing English and Thai are required.   

 

(4) Knowledge (30 points): Good knowledge of administrative office operations, travel 

arrangement, and records management systems is required.  An understanding of administrative 

functions such as filing, record keeping and time management is required.   

 

(5) Skills and Abilities (50 points):              

- Must demonstrate professionalism in work ethics; able to perform a broad range of 

administrative functions with high quality, while applying critical thinking skills to solve 

problems. 

 

- Must exhibit good communication skills; clear and effective use of language (speaking and 

writing) appropriate to the context of the situation. 

 

- Ability to collaborate with others as a team, placing the team agenda before a personal one, truly 

valuing others’ inputs, and willing to take shared responsibility in shortcomings is required. 

 

- Ability to multi-task, identifying priorities and readjusting them as needed; and allocating proper 

amount of time and resources for each task is required.  

 

- Must possess knowledge and skills of using computers and office software such as Microsoft 

Word, Excel, Power Point and e-mail. Able to learn and use Agency specific software related to 

work area efficiency. 



 

- Excellent customer services skills is required. 

 

SELECTION PROCESS: 

 

Applications will be initially screened and scored for eligibility in accordance with the required 

qualifications and points mentioned above. To be considered for candidacy, applicants must 

address each criterion in their application as to how they meet the minimum qualifications for 

this position.  Top-ranked candidates who meet the minimum qualification will be given a 

recruitment test. The recruitment test and interview will be structured around the selection 

criteria above. Applicants with passing marks from recruitment test and with a valid TOEIC 

score of 855 or above will be invited for an interview. Recruitment test and interview will be 

conducted in USAID/RDMA Bangkok, Thailand. USAID/RDMA will screen for 

nepotism/conflict of interest in determining successful candidacy. Reference checks will be 

conducted once the applicant pool is narrowed down to the top candidate(s). Only shortlisted 

candidates for final interview will be notified of the selection result. Internal candidates must 

have successfully completed a one year probationary period of employment before being eligible 

to apply. 

 

TO APPLY: 

 

Please follow the check lists and submission guidelines, posted on the official website: 

http://bangkok.usembassy.gov/job_opportunities.html carefully and submit complete application 

package thru bkkrecruitment@state.gov before the deadline. 

   

 Failure to follow the instructions will invalidate your application. 

 
 

CLOSING DATE FOR THE POSITION: May 26, 2016 
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FSN# 2016/77 

Project Accountant 

OPEN TO: All Interested Candidates  
 

POSITION: Project Accountant 

 

OPENING DATE: May 13, 2016 
 

CLOSING DATE: June 23, 2016 

 

WORK HOURS: Full-time; 40 hours/week   

 

SALARY:   FSN-10 ฿863,567 per annum (Starting salary) 

 

APPLICANTS MUST HAVE THE REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR 

CONSIDERATION. 

 

The U.S. Embassy in Bangkok is seeking an individual for the position of Project Accountant to Office 

of Financial Management (OFM) in the U.S. Agency for International Development/Regional 

Development Mission for Asia (USAID/RDMA), located at Athenee Tower, Wireless Road, Bangkok. 

 

JOB SUMMARY:  

 

The Project Accountant for Project Funds (PA/PF) manages directs and maintains project accounting 

systems for USAID/RDMA/Thailand’s Office of Financial Management (OFM) and 9 client countries 

(Burma, China, Vietnam, Afghanistan, Papua-New Guinea, East-Timor, Thailand, Laos and Marshall 

Islands/Federated States of Micronesia) which currently together total an average operational yearly 

budget (OYB) of $220 million and early projections indicate that it will reach at least $250 million in 

the next 2 to 3 years. The PA/PF, reviews, analyzes, reconciles, and balances project funded accounting 

records and systems for RDMA and its client countries. Additionally the PA/PF initiates modifications 

and introduces new methodology necessary for the effective and efficient use of accounting systems by 

OFM and its clients when appropriate. Various accounting systems are critically necessary to enable 

consistent, structured and accurate preparation of Mission and Agency periodic and special reports, as 

well as for responding to the financial accounting systems required by varied U.S. Government (USG) 

grantees, loan borrowers, and contractors which also include cooperative agreements. The PA/PF must 

also be readily available to respond to questions and issues raised by OFM clients and to provide 

guidance and advice on project funded activities. The Chief Accountant provides direct supervision to 

the PA/PF but the PA/PF reports directly on status of all program funded activities to the Financial 

Management Officer (FMO) and RDMA Senior Management Team. 

 

MAJOR RESPONSIBILITIES: 

 

The detail of responsibilities includes to the following: 

 

1. Phoenix:                                                                                                                                            

30% 



USAID/RDMA, OFM uses Phoenix as its primary automated accounting system platform to 

control and report on all program activities. It is the responsibility of the PA/PF to: a.) apply 

appropriate project funded activity accounting operations; b.) make certain that all accounting 

systems are in place for RDMA programs and client missions; c.) ensure proper application of 

accounting principles and practices; and d.) efficiently control and maintain all project funded 

activities in the Phoenix system. It is the PA/PF who manages the complex and difficult 

processing of Budget allowances, Program Areas, Program elements, commitments and 

obligations of program funds. S/he additionally must ensure the integrity of the accounting system 

for ensuring that all transactions such as budget, acquisitions, accounts payable, bills for 

collection, and accrual subsystems are properly and correctly incorporated and accounted for. The 

PA/PF monitors and tracks all advances on program funds and other program funded activities 

such as contracts/grants and keeps the OFM Management Team fully apprised of status of all 

such activities. Maintain cognizance and awareness over all programs and functions of the 

Accounting, Budgeting, and Payments section of the OFM Office. In areas other than those 

directly supervised, monitors work assigned and advises the Director on any anomalies or 

problems observed, after discussion with the responsible supervisor.   

  

2. Accounting Reports:                   

25% 

One of the PA/PF key responsibilities is to provide clients with timely, accurate and last minute 

special reports for a wide variety of clients that include RDMA and OFM Senior Management 

Teams. Clients also include the U.S. Embassy (officials working on the Program Plan), the Asia 

Bureau, Office of the Chief Financial Officer (CFO) in Washington, RDMA’s client Missions, 

Office Directors, technical staff, various project managers and leaders, other Agency officials, US 

Embassy officials working on Program plans, and a wide range of implementing partners and 

NGOs that require reports regarding USG funding on USG projects.                                                                                                                                                                         

 

3. Specific Tasks Include:                  

45% 

 Provides advice to Technical offices on all types of project funded accounting transactions. 

 Conducts continuous, quarterly and the mandatory year end 1311 reviews required by USG 

laws. 

 Tracks, analyzes, adjusts, lists and maintains records of all un-liquidated obligations, ensuring 

validity of obligations are compliant with Congressional Actions/Laws. Also projects and 

plans for de-obligations and upward adjustments of obligations, keeping OFM Management 

Team fully informed of any potential problems and impact of such activities. 

 Responds to requests for contracts and purchase order closeouts ensuring that all requisite 

activities are included in the closeout process and that all un-obligated funds are reconciled. 

Informs contracting officers, EXO, Contracting Officer’s Representatives (COR) and Chief 

Accountant of amount available for de-obligation back to the Budget allowance and 

Appropriation. 

 Coordinates with financial analysts on quarter end and year end accrual generation activities, 

including appropriate actions such as producing worksheets used by COR for projection of 

program accruals. 

 Responsible for preparing reconciliations on all project activities and preparing financial 

reports such as SF-1221, SF-224 and SF- 6653 that also involve cash/check and electronic 



payments reconciliations. Also coordinates other reconciliation activities when appropriate 

with pertinent OFM staff. 

 Receives and manually posts transaction records into Phoenix statements from the United 

States Disbursing Officer after reviewing, analyzing, reconciling, ensuring accuracy and 

determining appropriate follow-up actions. 

 Coordinates those follow-up actions that involve other OFM staff and provides guidance and 

expertise on corrective actions initiated. 

 Coordinates with the voucher examiner supervisor corrective measures for faulty transactions 

through preparation of journal voucher entries and adjustments. 

 Establishes and maintains contact and responds to U.S. Embassy and Bangkok Financial 

Service Center personnel to resolve difficulties in processing all disbursements and 

collections. 

 Receives from USAID/Washington and other Mission and processes all Intra-Agency-

Payments (IPAC) by accurately posting them into phoenix system. Works with the Chief 

Accountant to clears all outstanding IPACs in Phoenix and ensuring that they properly are 

properly recorded and reconciled in the SF-224 Financial Report on Agency Location Code 

payments. 

 Tracks and maintains records for Modified Acquisition and Assistance Request Documents 

(MAARD), Journal Vouchers, International and Field Trip Requests, SF 1081s, SF1190 and 

other accounting transaction documents. 

 Issues and processes Bills for Collection in Phoenix and maintains accounts receivable files. 

 Provides backup for maintaining electronic files and fills in for accounting technicians when 

necessary. 

 Along with the Chief Accountant responds to audit and USAID/Washington requests for 

documentation and other financial data request. 

 Acts as the back-up on all Treasury Department Financial Center in Kansas City issued 

transactions reconciliation. 

 

QUALIFICATIONS REQUIRED AND SELECTION CRITERIA: 

 

All applications must address each selection criterion detailed below with specific and comprehensive 

information supporting each item in DS-174 block no. 19-22. If the application submitted fails to 

demonstrate eligibility, the application will be marked unqualified.  It is the responsibility of the 

applicant to provide all pertinent information. 

 

(1) Education: Possession of a University degree in Accounting, Finance, or Business 

Administration majoring in accounting is required. 

 

(2) Experience (35 points): Five to seven years of progressively more responsible experience in 

professional accounting, financial management or auditing is required. 

         

(3) Language:  Level IV English and Thai (fluent) are required. 

 

(4) Knowledge (30 points): A thorough knowledge and understanding of professional accounting 

principles, theories, practices and a thorough knowledge of laws, regulations, and procedures 

governing USAID financial management is required.  Must understand USAID organization and 

operations and be familiar with USAID project policies and processes. 



                                                                                                                                                    

(5) Skills and Abilities (35 points):  

 Must be able to analyze accounting processes and identify practices and procedures that 

require correction or modification.  

 Must be able to formulate recommendation for maintaining specialized segments of 

accounting systems in a high state of efficiency.   

 Must be able to communicate effectively with non-accounting personnel in explaining 

accounting requirements and potentials.  

 Must possess advanced numerical skills and computer skills.  

 Knowledge of the internet, Microsoft suite, USAID/USG financial related software 

applications and ability to enter accurate data is required. 

 

SELECTION PROCESS: 

 

Applications will be initially screened and scored for eligibility in accordance with the required 

qualifications and points mentioned above. To be considered for candidacy, applicants must address 

each criterion in their application as to how they meet the minimum qualifications for this position.  

Top-ranked candidates who meet the minimum qualification will be given a recruitment test. The 

recruitment test and interview will be structured around the selection criteria above. Applicants with 

passing marks from recruitment test and with a valid TOEIC score of 855 or above will be invited for an 

interview. Recruitment test and interview will be conducted in USAID/RDMA Bangkok, Thailand. 

USAID/RDMA will screen for nepotism/conflict of interest in determining successful candidacy. 

Reference checks will be conducted once the applicant pool is narrowed down to the top candidate(s). 

Only shortlisted candidates for final interview will be notified of the selection result. Internal candidates 

must have successfully completed a one year probationary period of employment before being eligible 

to apply. 

 

TO APPLY: 

 

Please follow the check lists and submission guidelines, posted on the official website: 

http://bangkok.usembassy.gov/job_opportunities.html carefully and submit complete application package 

thru bkkrecruitment@state.gov before the deadline. 

   

 Failure to follow the instructions will invalidate your application. 

 

CLOSING DATE FOR THE POSITION: June 23, 2016 

 

 

  

http://bangkok.usembassy.gov/job_opportunities.html
mailto:bkkrecruitment@state.gov


FSN# 2016/78  

Acquisition and Assistance Specialist (Closeout Specialist) 

 

OPEN TO: All Interested Candidates 
 

POSITION: Acquisition and Assistance Specialist (Closeout Specialist) 

 

OPENING DATE: May 13, 2016 
 

CLOSING DATE: June 2, 2016 
 

WORK HOURS: Full-time; 40 hours/week   

 

POSITION GRADE:   FSN-10* 

SALARY: FSN-10 ฿ 863,567 per annum (minimum starting salary) 

* The position is classified at FSN-10 Grade. Salary will be paid in accordance with United States 

Government (USG) Local Compensation Plan. Starting salary will be negotiated within the position 

classification level and based on the applicant’s salary history. If there are no qualified candidates at 

the stated grade level, a candidate may be hired at FSN-9 “Development level” (minimum starting 

salary at FSN-9 THB 653,727 per annum).  Promotion to a full performance level at FSN-10 will 

contingent upon successfully met agreed-upon objectives and milestones and has performed at the Fully 

Successful (or equivalent) level for at least one year (52 weeks). 

APPLICANTS MUST HAVE THE REQUIRED RESIDENCY PERMITS TO BE ELIGIBLE FOR 

CONSIDERATION. 

 

The U.S. Embassy in Thailand is seeking an individual for the position of Development Assistance 

Specialist in the U.S. Agency for International Development/Regional Development Mission for Asia 

(USAID/RDMA), located at Athenee Tower, Wireless Road, Bangkok. 

 

JOB SUMMARY:  

 

The Acquisition and Assistance (A&A)/Closeout Specialist position is located in the Regional Office of 

Procurement (ROP), at the United States Agency for International Development/Regional Development 

Mission for Asia (USAID/RDMA). The A&A/Closeout Specialist is responsible for assisting the ROP 

in the closeout of various types of U.S. Government (USG) A&A awards negotiated by the ROP for the 

RDMA and client missions. Closeout duties will be the majority of the incumbent’s responsibilities. In 

addition he/she will work on a variety of A&A actions, including procurement planning; preparing, 

negotiating and awarding grants, cooperative agreements, contracts and other procurement instruments; 

and managing the administration of implementing mechanisms for RDMA and client missions. The 

activities that he/she would support are implemented through complex USG contracting and grant 

mechanisms requiring the incumbent to become familiar with a full range of USAID’s A&A 

terminology, instruments and approaches. The A&A/Closeout Specialist reports directly to the ROP 

Director. 

 

MAJOR RESPONSIBILITIES: 



 

Award Closeout       (60%)         

   

 

- Primary responsible for the administrative closeout of all types of A&A awards administered by 

the ROP.  Stays current on all policies and procedures affecting award closeout practices.  

- Reviews the terms and conditions of A&A awards to determine business and regulatory 

compliance in order to process their administrative closeout.  

- Prepares A&A awards’ completion statement forms, keeps them updated and ensures the proper 

statement is used for each type of award. Prepares closeout support documentation and 

coordinates required signatures. Performs final file and closeout statements review prior to 

forwarding statements to the responsible Contracting/Agreement Officer (CO/AO) for final 

approval. Recommends to the cognizant CO/AO whether or not a Bill for Collection (BfC) 

should be issued to a contractor/recipient or a BfC should be written off by the Mission. 

Reconciles accounts between Office of Financial Management (OFM) and contractor/recipient to 

ensure that correct amounts are deobligated/decommitted. Reconciles Letter of Credit accounts 

between OFM and the Bureau for Management, Office of the Chief Financial Officer, Cash 

Management and Payments Division in Washington to ensure correct amounts are deobligated. 

Processes the required award modification for final deobligation and closeout in the Global 

Acquisition and Assistance System (GLAAS).  

- Communicates, meets and follows up with contractors/recipients as necessary to resolve 

outstanding issues related to A&A award closeouts, including requesting 

closeout/demobilization plans and release forms. Works with technical offices and 

contractors/recipients on the disposition of USAID-financed property, ensures that transfer 

agreements and required documentation are on file. Liaises with contractors/recipients to ensure 

the receipt of all reports, payments, and refunds due to the U.S. Government if needed.  

- Confirms with Contracting Officer’s Representatives (CORs) that contractors’ final performance 

evaluations are completed in a timely manner and ensures that all requirements are met prior to 

award closeout. Works closely with CORs and Agreement Officer’s Representatives (AORs) in 

RDMA and client missions while managing the final performance evaluation and closeout 

processes. Coordinates with COR/AORs the review and approval of final invoices and final 

financial reports. 

- Advises COR/AORs on USAID-funded property and other closeout matters that require 

interpretation for expired A&A awards. Requests audits, as needed, for closeout and manages the 

closeout audit resolution process.  Coordinates with the OFM to ensure receipt of 

contractor/recipient contracted audits in accordance with prescribed Federal and USAID 

standards. Periodically reviews contractors/recipients Negotiated Indirect Cost Rate Agreements 

(NICRAs) and analyzes opportunities for award closeout when final rates are published. 

Proposes pre-closeout deobligation of excessive residual funds. Proposes quick closeout 

procedures when applicable. Analyses proposed prices and costs for final cost adjustments such 

as final indirect costs. Evaluates and negotiates proposals for modifications as needed for 

administrative closeout. In conjunction with the OFM, develops and maintains a system to 

coordinate A&A awards closeout actions with the responsible USAID financial/payment offices 

and technical offices.  Develops and maintain a database of contractor/recipients’ points of 

contact for closeout purposes. Manages a system to ensure closeout of A&A awards is performed 

within prescribed Federal and USAID time standards. Maintains necessary internal systems to 

ensure the status of expired A&A awards is kept current throughout the administrative closeout 

process until files are retired. Prepares quarterly and annual reports for ROP and front office on 



status of RDMA and client missions A&A awards’ closeouts. Performs physical retirement and 

storage of officially closed A&A award files. Ensures files related to the closeout of A&A 

awards are kept/destroyed in accordance with prescribed Federal and USAID standards.  

 

Acquisition and Assistance          (40%) 

          

- Periodically reviews Federal and Agency policy, including but not limited to the Federal 

Acquisition Regulations (FAR), USAID Acquisition Regulation (AIDAR), Agency Automated 

Directives Systems (ADS), A&A Policy Directives (AAPDs) and any other regulations/policies, 

as appropriate.  

- Works collaboratively with the ROP in implementing USAID A&A initiatives at the Mission 

and developing special A&A reports and projects associated with ROP operations. 

- Collaborates with Development Objective (DO) teams and Activity Managers (AMs) during 

activity design and A&A procurement planning, provides recommendations to facilitate this 

process and advice on the advantages/disadvantages of using various A&A implementing 

mechanisms to best achieve the expected development objectives.  

- Reviews A&A procurement plans to ensure procurement schedules are in accordance with 

established lead times. Provides advice and recommendations to DO Teams on development of 

Statements of Work (SOWs) and Funding Opportunity Descriptions (FODs) and reviews 

SOWs/FODs for completeness.  Ensures full harmonization among activities’ requirements, 

instructions to offerors/applicants and evaluation/merit review criteria. Advices DO Teams and 

AMs on authorities for Justification and Approvals (J&As), Justifications to Restrict Eligibility 

(JRE), Waivers and other documents, as appropriate. Resolves common contracting/assistance 

issues with DO teams and AMs - referring those more complex to the CO/AO for his/her action. 

Advises contractors/recipients on award requirements and limitations.  

- Reviews requests for A&A actions ensuring pre-solicitation and pre-obligation GLAAS requests 

are in full compliance with Agency and Mission rules and policies; reviews final documentation 

to ensure required clearances, as applicable, are obtained prior to submitting final documents to 

the contractor/recipient and CO/AO for their signatures. Prepares Requests for Information 

(RFI), Requests for Proposal (RFP), Notifications of Funding Opportunity (NOFO) and their 

amendments and recommends changes to specifications/terms as required. Ensures that business 

opportunities are publicized in accordance with Federal and Agency procedures. Prepares and 

submits required documentation to the Contract Review Board (CRB), as applicable. Prepares 

documentation required for technical and cost evaluations, such as instructions to Technical 

Evaluation Committee (TEC), contractor performance information, score sheets and ensures 

integrity of the procurement process. Organizes TEC kick-off meetings and participates in 

technical evaluations as non-voting member. 

- Negotiates award terms and conditions, conducts cost and price analysis. Prepares contracts, 

grants, or cooperative agreements and reviews final awards and all required support 

documentation for conformity with Federal and Agency A&A regulations and policies - ensuring 

that all applicable clauses and provisions are incorporated, as applicable. Reviews the required 

resources to support CO/AO responsibility determinations. Except for rare occasions, all 

documents presented for CO/AO’s signature will require only a cursory review by the CO/AO 

and must be fully compliant with applicable regulations. Initiates pre-award survey requests, as 

applicable, and collaborates with OFM representatives during the pre-award process. Ensures 

that the entire award package is processed and generated in GLAAS. Supports the designated 

COR/AOR in the preparation and logistics for post-award conferences. 



- Reviews contractors’ performance narrative submitted by CORs and provides feedback before it 

is uploaded in the Contractor Performance Assessment Reporting System (CPARS). Conducts 

COR/AOR official files review for compliance and provides records keeping guidance. Reviews 

and evaluates A&A requests and correspondence such as approval letters, waivers, changes, 

disputes, work stoppages and other post-award actions, and drafts response for CO/AO signature.  

- Communicates with implementing partners related to subcontracting plans, inventory reports, 

quarterly financial reports, property reports, extension needs, funding needs, and ensures new 

requirements/clauses are incorporated in each award. Complies with approved filing guidelines 

and procedures, files awards documentation (from pre-solicitation through close-out) in the 

Agency Secure Image and Storage Tracking System (ASIST) and paper-based format.  

 

QUALIFICATIONS REQUIRED AND SELECTION CRITERIA: 

 

All applications must address each selection criterion detailed below with specific and comprehensive 

information supporting each item in DS-174 block no. 19-22. If the application submitted fails to 

demonstrate eligibility, the application will be marked unqualified.  It is the responsibility of the 

applicant to provide all pertinent information. 

 

(1) Education: A Bachelor’s degree in a relevant field such as business administration, economics, 

law, finance, and accounting.   

 

(2) Language: Level IV (fluent) English (with a valid TOEIC tests result indicating a score of 855 

or above), and Level IV (fluent) Thai proficiency is required to be eligible for consideration. 

 

(3) Experience (25 points): A minimum of three years of progressively responsible and relevant 

experience is required in the field of accounting, finance, business, contracting, law, 

procurement or related field. Out of the minimum three years of experience, at least one year 

must be in an international organization.         

    

 

(4) Knowledge (40 points): Very good working knowledge of economic and accounting principles 

and practices, financial analysis and reporting of financial data; general knowledge of how for-

profit and non-profit organizations operate and are motivated, such as accounting systems, cost 

control, establishment of indirect costs, overhead and other administrative fees and profit; 

knowledge of business/management principles involved in strategic planning, resource 

allocation and coordination of people and resources; knowledge of general procurement  

procedures. 

                                                                                                                                       

(5) Skills and Abilities (35 points):  
 

- Professionalism: Able to effectively perform a broad range of A&A functions in a professional 

manner to achieve results with high quality of output; applies critical thinking skills to solve 

work-related problems within the scope of work. Acts as a business advisor in closeout/A&A 

matters.  

 

- Communication: Speaks and writes clearly, concisely and effectively; demonstrates tact and 

diplomacy in communication with colleagues and implementing partners to establish and 

develop sustainable working relationships;  tailors language, tone, style and format to match 



audience; demonstrates openness in sharing information and keeping people informed. Able to 

negotiate effectively and represent the U.S. Government’s interests to all parties, including 

individuals in high level positions within their organizations. 

 

- Teamwork: Strong interpersonal skills and ability to work on teams are essential. Works 

collaboratively with colleagues to achieve Agency goals. 

 

- Multi-tasking and Organizing: Able to process information quickly and manage several tasks 

simultaneously;  identifies priority activities and assignments; adjusts priorities as required; 

allocates appropriate amount of time and resources for completing work with minimum 

supervision; uses time efficiently. 

 

- Computer and software skills: Possesses knowledge and skills of using computers and office 

software such as Microsoft Word, Excel, Power Point and e-mail. Able to learn and use Agency 

specific software related to work area efficiently. Computer savvy, able to learn the use of new 

programs related to the job quickly.  

 

- Ethical standards: Provides professional services with high integrity, objectivity, fairness and 

with full adherence to Agency ethical principles. Able to maintain strict confidentiality and high 

ethical standards throughout all phases of the A&A cycle. 

 

- Negotiation and analytical skills: Possesses negotiation skills and analytical thinking to gather 

information and use logic to address work-related issues and problems. Possesses financial 

analytical skills to review independent government cost estimates and budgets and perform cost 

analysis.  

 

- Work ethic: The job will require attention to detail in completing work tasks; stress tolerance 

requiring the acceptance of criticism and dealing calmly and effectively with high stress 

situations; being reliable, responsible and dependable; persistence in the face of obstacles; being 

open to change (positive and negative) and to considerable variety in the workplace; willingness 

to take on responsibilities and challenges; establishing and maintaining individual challenging 

achievement goals; exerting effort toward mastering tasks; willingness to lead, take charge and 

offer opinions and direction; creativity and alternative thinking to develop new ideas for and 

answers to work-related problems. 

 

SELECTION PROCESS: 

 

Applications will be initially screened and scored for eligibility in accordance with the required 

education, language skills, and qualifications indicated above. To be considered for candidacy, 

applicants must address each criterion in their application as to how they meet the minimum 

qualifications and requirements for this position. After a preliminary evaluation, the Selection 

Committee will determine which applicants will be considered for a recruitment test. Top-ranked 

applicants with passing marks from the recruitment test will be invited for an interview. Both the 

recruitment test and interview will be structured around the selection criteria above. Recruitment test 

and interview will be conducted at USAID/RDMA Bangkok, Thailand. USAID/RDMA will screen for 

nepotism/conflict of interest in determining successful candidacy. Reference checks will be conducted 

once the applicant pool is narrowed down to the top candidate(s). Only shortlisted candidates for final 



interview will be notified of the selection result. Internal candidates must have successfully completed a 

one year probationary period of employment before being eligible to apply. 

 

TO APPLY: 

 

Please follow the check lists and submission guidelines, posted on the official website: 

http://bangkok.usembassy.gov/job_opportunities.html carefully and submit complete application package 

thru bkkrecruitment@state.gov before the deadline. 

   

 Failure to follow the instructions will invalidate your application. 

 

 

CLOSING DATE FOR THE POSITION: June 2, 2016 

 

 

http://bangkok.usembassy.gov/job_opportunities.html
mailto:bkkrecruitment@state.gov

